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FOREWORD 


In  the  day-to-day  performance  of  the  varied  duties  associated  with 
our  jobs,  there  is  opportunity  for  improvement.  That  USDA  employees 
are  alert  to  these  opportunities  is  evidenced  in  the  examples  cited  in 
this  report. 

Management  of  the  Department’s  resources  for  betterment  of  the 
public  service  we  render  is  a continuing  challenge.  This  challenge 
is  met  when  employee  suggestions  are  made,  inviting  consideration  of 
improvement  proposals.  It  is  met  when  supervisory  officials  are  willing 
to  experiment,  adapt,  and  change  in  seeking  improved  performance.  It 
is  met  when,  through  the  cooperation  of  many  individuals,  progressive 
action  is  taken  which  requires  for  success  loyal  support  and  under- 
standing of  objectives. 

Improvement  of  work  methods,  systems,  and  procedures  rests  in 
large  measure  upon  self-improvement.  For  that  reason,  the  Department 
has  encouraged  training  programs  conducive  to  development  of  our 
human  resources.  As  such  training  widens  the  potential  usefulness  of 
individual  employees  and  deepens  the  consciousness  of  our  public 
responsibilities,  we  look  forward  to  expanded  management  improvement 
activities.  This  report  lends  encouragement  to  our  hopes. 
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ADMINISTRATIVE  SERVICES 


Supply  Operations  Evaluated. 

During  the  past  two  years  the  staff  of  the 
Office  of  Plant  and  Operations  have  studied 
the  acquisition,  storage,  and  distribution  of 
supplies,  equipment,  and  printed  forms  by 
USDA  field  offices.  Considerable  variety 
of  procedural  practice  was  found  to 
exist. 

To  improve  and  standardize  these  supply 
operations,  policy  guides  have  been  issued 
in  the  Administrative  Regulations  and  are 
being  implemented  in  a positive  action 
program.  Steps  taken  have  (1)  consolidated 
a number  of  sources  from  which  printed 
forms  were  distributed  and  (2)  concentrated 
responsibility  for  acquisition,  storage,  and 
distribution  of  office  supplies  in  one  agency 
at  five  major  field  locations  where  several 
USDA  agencies  occupy  space  in  the  same 
building.  Based  on  the  experience  gained, 
the  program  is  being  extended  to  other 
locations. 


Communication  Costs  Cut. 

Standards  have  been  developed  to  aid 
Agricultural  Marketing  Service  employees 
in  selecting  the  most  appropriate  method  of 
wire  communication  for  particular  types  of 
messages.  The  guide  shows  the  types  of 
service  available  (such  as  telephone,  leased 
wire,  commercial  wire,  PBS-GSA  wire), 
the  cost  of  each  for  different  types  of  mes- 
sages, and  recommends  the  preferable 
service  based  on  factors  at  the  receiving 
end  as  well  as  in  the  sending  office.  The 
guides  have  been  furnished  to  field  offices 
where  practicable.  Publication  of  these 
standards  has  resulted  in  improved  serv- 
ice and  reduced  costs. 


Areas  of  Application  for  Data  Processing 
Systems  Identified. 

Recent  studies  conducted  in  the  Com-^ 
modity  Stabilization  Service  served  to  iden- 
tify specific  areas  and  operations  sus- 
ceptible to  automatic  data  processing.  It 
was  recognized  (1)  that  management  needs 
timely  and  accurate  information  and  (2) 
that  complex  commodity  program  opera- 
tions involve  large  volumes  of  paperwork. 

Sixty  analytical  projects  were  undertaken 
with  the  following  results: 

1,  To  the  extent  feasible,  manual  opera- 
tions have  been  mechanized  on  con- 
ventional electrical  accounting  equip- 
ment. 

2.  Large-scale  paperwork  and  data- 
processing  operations  involved  in 
price  support,  loan,  and  purchase 
agreement  programs  have  been 
brought  under  electronic  computer 
systems.  Systems  installed  include  a 
medium- sized  electronic  computer 
system  in  the  Evanston,  Illinois , Com- 
modity Office  and  large  computer 
systems  in  the  Kansas  City  and  New 
Orleans  Commodity  Offices, 

Appreciable  program  and  clerical  sav- 
ings have  been  realized.  Multiple  records 
and  large  numbers  of  forms  have  been 
eliminated.  Large  masses  of  data  for  man- 
agerial and  trade  use  can  now  be  rapidly 
processed,  edited  and  verified.  Feasibility 
studies  are  continuing  in  field  offices  to 
improve  inventory  management  and  transit 
operations. 

Automation  Saves  Time. 

Use  of  an  automation  process  in  as- 
sembling and  inserting  printed  materials. 


such  as  promotional  items  which  form  the 
“Smokey  Bear**  fire  prevention  kit,  enables 
the  Department*  s Office  of  Plant  and  Op- 
eyations  to  accomplish  with  one  employee, 
part-time,  work  which  previously  required 
an  average  of  four  employees,  full-time. 
In  the  “Smokey**  operation  approximately 
1,400,000  items,  ranging  from  giimmed 
stamps  to  bookmarks  in  the  shape  of 
“Smokey  Bear**  in  silhouette,  are  collated 
annually  into  200,000  kits  and  inserted  into 
envelopes  for  mailing  to  the  public. 

Although  public  demand  for  “Smokey 
Bear*’  kits  continues  throughout  the  year, 
it  increases  sharply  when  the  program  is 
concentrated  in  a particiilar  area  of  the 
country  approaching  its  fire  season.  When 
kits  were  assembled  manually,  backlogs  of 
orders  developed  during  these  periods  of 
heavy  demand.  By  using  an  inserting  and 
mailing  machine,  it  is  now  possible  to 
avoid  delays  in  mailing  and  reduce  the 
man-hours  required  for  this  type  of 
work. 


Procedures  Geared  to  Users’  Needs. 

An  improvement  of  its  entire  body  of 
operating  procedures  to  more  effectively 
meet  the  special  needs  of  users  was  ac- 
complished by  the  Commodity  Stabilization 
SeTVice,  More  than  1000  individual  instruc- 
tions, totaling  over  11,000  pages  of  text, 
were  converted  to  approximately  200  hand- 
books, Under  the  old  system,  the  individual 
user  was  obliged  to  segregate  from  the  total 
collection  of  instructions  those  applicable  to 
his  area  of  interest. 

The  new  system  provides  handbooks  de- 
signed to  serve  the  needs  of  particular 
groups  of  users  with  respect  to  specific 
programs  or  administrative  activities.  It 
also  provides  for: 

1,  Systematic  State  and  other  field  of- 
fice supplementation; 

2,  Control  devices  governing  the  trans- 
mittal, insertion  and  removal  of  pages; 

3,  Periodic  checklists  and  indexes;  and 

4,  Continuous  evaluation  of  the  system 
and  its  issuances. 

In  addition,  special  standards  and  guide- 
lines were  adopted  to  improve  and  control 
the  quality  of  procedure  writing.  All  fea- 
tures of  the  revised  system  subordinate  the 
convenience  of  the  issuing  offices  to  the 
operating  needs  of  procedure  users. 


Mechanized  Records  Preparation  Achieves 
Savings. 

To  eliminate  the  individual  typing  of  ad- 
dress information  on  recurring  reports , the 
Federal  Crop  Insurance  Corporation  is  now 
employing  automatic  data  processing  tech- 
niques which  obtain  a portion  of  the  data 
from  existing  punched-card  records. 

Acreage  reports  rendered  periodically 
by  state  and  county  Federal  Crop  Insurance 
Corporation  offices  were  previously  indi- 
vidually completed  by  typewriter.  Now  the 
state  and  local  offices  receive  these  forms 
partially  completed  with  entries  of  name, 
address,  contract  number  and  county.  This 
work  utilizes  automatic  tabulating  equip- 
ment and  existing  records  of  the  Chicago 
Branch  Office, 

The  results  are  a better  utilization  of 
tabulating  equipment  and  personnel,  and  a 
more  accurate  and  rapid  reporting  system. 

Equipment  Modernization  Improves 
Operations. 

A systematic  program  to  improve  opera- 
ting efficiency  by  modernizing  the  equip- 
ment and  furnishings  of  Farmers  Home  Ad- 
ministration State  and  county  offices  was 
initiated  in  the  fiscal  year  1958,  Complete 
data  on  types,  quantities,  age  and  condition 
of  all  equipment  items  were  obtained  by  a 
nation-wide  survey.  These  data  were  ana- 
lyzed and  the  equipment  needs  of  every  of- 
fice were  appraised.  Replacement  and  ren- 
ovation cost  data  and  equipment  installation 
schedules  were  developed. 

Thirty-seven  State  offices  were  re- 
equipped as  a result  of  the  program.  Ap- 
proximately 65  percent  of  replaced  State 
office  equipment  was  utilized  in  county 
offices.  The  modern  equipment  is  contribut- 
ing to  more  efficient  operations  in  the  FHA 
State  and  county  offices.  Employee  morale 
has  also  benefited  from  the  improved  equip- 
ment and  working  conditions. 

Data  Processing  Operations  Integrated. 

Punch  card  systems  were  installed  in  all 
Forest  Service  regional  offices.  This  action 
resulted  from  a pilot  study  in  one  region, 
and  a comparative  study  of  machine  and 
hand  processing  methods  in  another,  which 
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Administrative  Services — Continued 


revealed  that  integration  of  data  processing 
operations  would  reduce  greatly  the  work 
heretofore  involved  in  performing  statisti- 
cal and  accounting  operations  manually. 
Other  applications,  such  as  records  per- 
taining to  road  location  and  design,  road 
and  trail  statistics,  timber  sale  and  survey 
work,  are  also  being  made  as  rapidly  as 
pos  sible. 

The  change  has  resulted  in  faster  infor- 
mation for  management,  as  well  as  lowered 
cost  of  operations.  The  payroll  and  account- 
ing application,  in  the  pilot  study  alone, 
resulted  in  savings  of  1 0 man-years  of  time. 
In  addition,  engineers  and  foresters  have 
more  time  for  professional  on-the-ground 
accomplishments. 

New  Directives  System  Established. 

A new  directives  system  was  devised  to 
contribute  to  more  effective  management 
of  the  Foreign  Agricultural  Service,  Pre- 
viously, seven  series  of  issuances  were  used 
by  FAS  to  disseminate  its  policies  and  pro- 
cedures to  employees.  The  new  FAS  Regu- 
lations codify  all  existing  issuances  into 
major  titles  and  chapters. 


The  integration  and  maintenance  of  in- 
structions on  a current  basis  has  been 
facilitated  by  the  new  system.  Effective 
control  over  the  development  of  issuances 
is  provided.  Employees  can  now  more 
readily  determine  applicable  procedures 
and  policies.  Improved  coordination  of 
Washington  and  field  activities  is  also  being 
achieved. 


New  System  Relieves  Year- End  Congestion. 

Ordering  of  books  and  periodicals  in 
large  number  by  the  Library  has  required 
extensive  verification  procedures,  particu- 
larly as  to  receipt  of  items  under  subscrip- 
tions, This  involved  year- end  reconciliation 
of  advance  payments,  and  numerous  in- 
stances in  which  publications  ordered  were 
no  longer  available,  resulting  in  delayed 
claims  for  refunds  and  gaps  in  the  Library 
collection. 

Under  the  revised  procedure,  purchase 
orders  are  coded  and  upon  receipt  of  the 
material  acquisition  is  confirmed  routinely. 
Advance  subscriptions  are  separately 
handled  so  as  to  permit  year-end  checking 
of  all  issues  received. 
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FINANCIAL 


MANAGEMENT 


Modernized  Agency  Accounting  Systems 
Approved 

Accounting  systems  in  seven  agencies  of 
the  Department  have  been  revised  with  as- 
sistance of  the  Office  of  Budget  and  Finance 
to  conform  to  modern  concepts  of  account- 
ing, As  one  example,  the  accounting  system 
now  in  use  by  the  Rural  Electrification  Ad- 
ministration is  the  result  of  several  years 
of  development  and  testing.  It  provides: 

1.  A systematized  chart  and  description 
of  accounts  prescribed  to  fit  the  needs 
of  REA  for  its  lending  programs; 

2.  An  accrual  basis  for  recording  income 
and  expense; 

3.  Realignment  of  responsibilities  to 
provide  maximum  internal  control; 

4.  General  ledger  control  over  furni- 
ture, fixtures  and  equipment;  and 

5.  Financial  reporting  to  show  timely  in- 
formation needed  by  REA  officials  in 
establishing  policy  and  evaluating  ef- 
fectiveness. 

The  new  systems  for  these  seven  agen- 
cies are  documented  in  agency  accounting 
manuals  approved  by  the  General  Account- 
ing Office.  Manuals  for  three  other  agencies 
have  been  referred  to  the  Comptroller 
General,  while  those  for  six  additional 
agencies  require  initial  review  in  the  Of- 
fice of  Budget  and  Finance  before  being 
submitted  for  approval. 


Appropriation  Structure  and  Apportionment 
Procedure  Improved. 


solidation  of  three  separate  appropriations 
and  the  reduction  of  related  sub-appro- 
priations from  four  to  three.  The  new 
structure: 

1.  Synchronizes  more  closely  the  budget 
and  accounting  classifications  and  the 
organization  structure  of  the  agency; 

2.  Simplifies  program  administration 
and  fiscal  procedures;  and 

3.  Facilitates  the  review  of  budget  esti- 
mates by  the  Department,  the  Budget 
Bureau,  and  Congress, 

The  seasonal  cycle  of  work  in  the  national 
forests  normally  involves  three  periods  of 
four  months  each.  To  facilitate  work  plan- 
ning and  to  correlate  fiscal  operations,  ap- 
propriated funds  are  now  apportioned,  with 
the  approval  of  the  Budget  Bureau,  for  three 
periods  instead  of  quarterly. 

Working  Capital  Fund  Financing  Extended. 

Wider  use  of  simplified  financing  methods 
is  being  achieved  by  agencies  of  the  De- 
partment under  the  leadership  of  the  Office 
of  Budget  and  Finance.  Among  the  areas  of 
improvement  are  central  service  operations 
and  other  activities  financed  from  miiltiple 
funds.  For  example,  the  working  capital 
fund  method  of  financing  has  been  extended 
to  supply  operations  and  motorized  and 
heavy  equipment  services  used  in  field  ac- 
tivities of  the  Forest  Service,  photocopy 
work  in  the  Department  Library,  the  De- 
partmental telephone  service,  the  Depart- 
ment Post  Office  mailing  service , and  simi- 
lar activities. 

Major  benefits  from  this  method  of  fi- 
nancing are; 

1.  Prompt  and  simplified  payment  of 
vendor  bills  which  formerly  had  to 


An  extensive  review  of  the  Forest  Service 
appropriation  structure  resulted  inthecon- 
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Financial  Management — Continued 


be  routed  to  a number  of  agencies  for 
audit  and  attachment  of  certified  pay- 
ment schedules; 

Z.  More  equitable  and  accurate  distri- 
bution of  charges  to  appropriations 
through  cost  analysis  on  a service- 
received  basis;  and 

3.  Provision  for  financing,  through  de- 
preciation charges,  the  replacement 
of  worn-out  or  obsolete  equipment 
without  seeking  specific  appropria- 
tions for  such  items. 


CPA  Audit  Program  Strengthened. 

A newly  revised  systematic  review  pro- 
cedure tiow  provides  the  Rural  Electrifica^ 
tion  Administration  with  a more  compre- 
hensive and  uniform  analysis  of  audits 
performed  by  Certified  Public  Accountants 
for  REA-financed  rural  utility  corpora- 
tions, 

REA  several  years  ago  adopted  a policy 
of  encouraging  borrowers  to  engage  CPA’s 
for  annual  audits  in  lieu  of  audits  by  REA 
accountants.  As  a result,  nearly  all  of  the 
electric  corporations  and  a majority  of  the 
telephone  corporations  financed  by  REA 
retained  public  accounting  firms  to  audit 
their  accounts.  This  has  released  REA  ac- 
countants for  other  essential  work  such  as 
pre-loan  financial  appraisals,  review  of 
loan  fund  expenditures,  and  accounting  ad- 
vice to  borrowers. 

The  new  procedure  will  contribute  to  the 
security  of  government  loan  funds  and  be 
reflected  as  savings  in  administrative  ex- 
penses and  better  utilization  of  REA  per- 
sonnel. 


Improved  Equipment  and  Stores  Accounting. 

Improved  procedures  developed  by  the 
Office  of  Budget  and  FUiance , in  coo-peraxion 
with  agency  personnel,  provide  better  ac- 
counting control  over  equipment  and  stores 
inventories  at  the  Agricultural  Research 
Center,  Beltsville,  Maryland,  The  new  sys- 
tem eliminated  over  5,000  inventory  bin 
record  cards  previously  maintained,  and 
discontinued  need  for  about  900  property 
record  cards. 

Consolidated  Disbursing  Account. 

Establishment  of  a consolidated  dis- 
bursing account  for  payment  of  salaries  and 
expenses  in  the  Commodity  Stabilization 
Service  has  simplified  fiscal  operations. 
Use  of  this  account  allows  for  the  im- 
mediate payment  of  expenses  chargeable 
to  more  than  one  appropriation  or  fund.  By 
permitting  distribution  of  charges  to  the 
various  funds  after  the  close  of  the  month 
in  which  expenses  are  paid,  the  consolidated 
disbursing  account  has  eliminated  the  ne- 
cessity for  making  numerous  accounting 
adjustments. 

Standard  Forms  Simplified. 

In  response  to  action  initiated  by  the  De- 
partment’s Office  of  Budget  and  Finance ^ 
the  Comptroller  General  has  approved  sim- 
plification of  nine  widely-used  Standard 
Forms,  The  name  and  address  of  the 
Treasury  disbursing  officer  will  be  omitted, 
since  the  disbursing  symbol  used  ade- 
quately identifies  this  official.  The  changes 
reduce  clerical  work  involved  in  prepara- 
tion of  numerous  forms. 
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PAPERWORK  MANAGEMENT 


Card  Form  Eliminates  Annual  Postings. 

Approximately  5 million  farm  acreage 
allotments  are  established  annually.  To 
establish  these  allotments,  700,000  colum- 
nar listing  sheets  were  prepared  each  year. 
A study  by  the  Commodity  Stabilization 
SeYVice  Jshowed  that  over  50  percent  (or 
million)  of  the  entries  made  on  each  of  the 
annual  listing  sheets  were  copied  from  the 
preceding  year’s  listing  sheets.  A tedious, 
exacting  clerical  job  was  involved  and 
errors  in  transcription  were  inevitable, 

A uniform  farm  record  card  was  adopted, 
nation-wide.  The  data  required  for  deter- 
mining the  allotments  for  all  commodities 
on  a farm  can  be  entered  on  the  one  card. 
The  card  can  be  used  for  five  years.  The 
copying  of  information  and  the  printing  of 
annual  listing  sheets  has  been  eliminated. 
This  has  resulted  in  savings  in  clerical, 
typing  and  ‘ handling  time , elimination  of 
transcription  errors,  and  simplification  of 
decisions  concerning  allotments,  since  all 
pertinent  information  for  each  farm  is 
contained  on  one  form. 

Records  Holdings  Reduced. 

Agency  reports  to  the  Office  of  Adminis- 
trative Management  reflect  creditable 
progress  for  the  fiscal  year  1959: 

1,  Transfers  of  material  to  Federal 
Records  Centers  increased  by  62,5% 
over  the  fiscal  year  1958, 

2,  Records  disposition  (132,252  cubic 
feet)  was  up  11,9%,  while  accumula- 
tion of  new  records  (121,808  cubic 
feet)  was  down  11,5%, 

3,  Records  holdings  in  the  Department 
(902,912  cubic  feet)  declined  1.2%, 


equivalent  to  1,756  fewer  standard- 
size  four-drawer  filing  cabinets. 

Unit  Reports  Speed  Compilation. 

National  data  on  program  accomplish- 
ments, prepared  by  the  Agricultural  Con- 
servation Program  Service ^ were  formerly 
based  on  reports  from  each  state.  Sum- 
mary state  reports  could  not  be  completed 
until  each  county  had  furnished  the  informa- 
tion needed. 

To  overcome  delays  involved,  workload 
factors  were  analyzed  and  new  procedures 
established. 

Five  forms  used  were  combined  into  one, 
which  flows  from  each  county  into  the  Agri- 
cultural Stabilization  and  Conservation 
Committee  state  office  and  is  thenforwarded 
direct  to  Washington.  National  data  is  being 
compiled  90  days  earlier  than  before  and 
the  steady  flow  of  forms  relieves  previous 
peaks  in  workload. 

Improvements  Made  In  Poultry  Inspection 
Operations. 

Incident  to  mandatory  inspection  of  poul- 
try products  by  the  Agricultural  Marketing 
Service^  central  office  operations  experi- 
enced a substantial  increase  in  workload. 

To  accommodate  the  expanded  activity 
new  procedures  were  introduced  providing 
for:  (1)  speedier  and  less  costly  handling 
of  engineering  drawings  and  specifications 
required  from  about  1,000  processing 
plants,  by  use  of  special  shelf-filing  equip- 
ment; (2)  simplified  and  standardized  op- 
erations in  Washington  and  6 Area  offices 
through  use  of  predesigned  form  and  guide 
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letters  in  lieu  of  individually  prepared 
letters;  and  (3)  consolidation  of  about  150 
separate  issuances  a year  into  12  instruc- 
tions pertaining  to  approval  of  chemical 
compounds  used  in  processing  plants* 

Number  of  Reports  Reduced. 

In  connection  with  a Department-wide 
review  of  reporting  requirements  and  pro- 
cedures, recommendations  were  made  for 
reducing  the  frequency  of  certain  reports. 
Negotiations  between  the  Office  of  Budget 
and  Finance  and  the  Budget  Bureau  re- 
sulted in  changing  from  a monthly  basis  to  a 
quarterly  basis  the  status  reports  made  on 
individual  appropriations. 

This  change  in  reporting  frequency  re- 
duced the  number  of  separate  reports  from 
approximately  1300  to  about  450  per  year. 
Since  the  reports  are  voluminous  and  de- 
tailed, appreciable  savings  in  manpower 
were  achieved  throughout  the  Department. 

Notable  Forms  Improvements  Cited. 

Examples  of  benefit  derived  from  forms 
analysis  in  the  Agricultural  Marketing  Serv- 
ice include  the  following: 

Poultry  processors  under  Federal  in- 
spection must  obtain  approval  of  product 
labels.  Approximately  25,000  labels  are 
handled  annually.  A form  was  devised, 
replacing  three  separate  forms,  to  be 
used  (1)  for  application  and  (2)  for  ap- 
proval or  rejection.  Typing  work  has  been 
reduced  and  the  number  of  labels  handled 
per  employee  was  increased  25  percent. 

The  numerous  documents  and  notices 
involved  in  issuance  of  milk  orders  were 
prepared  in  a set  of  17  forms  containing 
prescribed  legal  provisions.  The  forms, 
designed  to  facilitate  appropriate  publi- 
cation in  the  Federal  Register,  aid  the 
typist  to  produce  accurate  copy  more 
rapidly. 

Reporting  Systems  Review  Results  In 
Improvements. 

A review  of  reporting  systems  and  re- 
quirements within  the  Agricultural  Research 
Service  has  resulted  in  several  significant 
improvements  in  internal  reporting. 


Examples  of  improvements  achieved  as  a 
result  of  the  review  are: 

1,  Internal  reports  from  five  major  re- 
search laboratories  formerly  required 
monthly  are  now  spaced  at  four-month 
intervals,  better  suited  to  the  cycle 
of  work.  An  estimated  one  man-year 
has  been  saved  by  this  action. 

2.  Reporting  systems  were  revised  to 
produce  data  more  readily  understood 
and  of  greater  value  to  users.  Also, 
reports  were  eliminated  and  con- 
solidated, with  the  re  suit  that  prepara- 
tion time  was  greatly  reduced. 

The  resiilts  have  demonstrated  the  bene- 
fits to  be  achieved  through  systematic  re- 
view of  reporting  systems.  Continued  review 
and  aneilysis  is  expected  to  produce  further 
improvements. 

Letters  Eliminated  by  Form. 

The  adoption  of  a form  has  eliminated  the 
necessity  of  preparing  and  stocking  21 
separate  form  letters  used  by  the  Com- 
modity Exchange  Authority,  The  letters 
were  sent  to  brokers  engaged  in  futures 
trading  on  commodity  markets  throughout 
the  country  and  were  identical  except  for 
five  major  points.  The  new  form  provides 
fill-in  spaces  for  the  variables.  Unlike  its 
predecessor  letters,  it  has  the  advantage  of 
grouping  together  in  a conspicuous  area  the 
important  reporting  facts  for  a particular 
commodity.  Use  of  the  form  has: 

1.  Reduced  preparation  time; 

2.  Reduced  the  number  of  forms  to  be 
stocked  from  21  to  1;  and 

3.  Enabled  the  reporting  trader  to  see  at 
a glance  the  important  details  con- 
cerning his  reporting  obligations. 

Reorganization  of  Files  Increases 
Efficiency. 

Voluminous  files  must  be  maintained  by 
the  Office  of  the  General  Counsel  to  record 
the  claims  and  litigation  cases  by  and 
against  the  Commodity  Credit  Corporation, 

The  proper  maintenance  of  these  files  has 
presented  major  problems.  In  many  in- 
stances, there  were  from  three  to  a dozen 
files  involving  the  same  company  name  but 
relating  to  completely  different  matters. 
Under  the  old  method,  the  cases  were 
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alphabetized  in  the  files  by  names.  Con- 
sequently, in  those  instances  when  an  in- 
dividual or  firm  was  involved  in  several 
litigation  actions,  there  was  often  difficulty 
in  locating  the  desired  case  file.  Materials 
being  added  to  the  files  were  sometimes 
inserted  in  files  bearing  the  correct  name 
but  pertaining  to  a completely  different 
case. 

To  remedy  this  problem,  OGC  reor- 
ganized the  files  relating  to  CCC  litigation 
and  claims  work.  Cases  were  designated  by 
file  number  and  were  filed  on  this  basis 
instead  of  by  name.  Duplicate  cross -index 
cards  showing  both  the  name  and  number 
designation  are  also  maintained.  The  nu- 
merical designation  of  the  file  is  entered 
on  all  incoming  and  outgoing  case  material. 

Increased  accuracy  of  filing  and  saving 
in  time  by  attorneys  and  clerical  personnel 
have  resulted.  Misfiling  has  been  virtually 
eliminated. 


Revised  Manual  System  Extended  to  Files 
and  Forms. 

The  numeric -subject  codification  scheme 
for  the  revised  Fovest  SeYvice  manual  has 
been  applied  also  to  filing  operations  and 
the  control  of  forms. 

Under  the  new  system  the  following  bene- 
fits accrue: 

1,  One  uniform  numbering  system  re- 
sults; 

2,  Instructions  for  the  use  of  forms  are 
keyed  to  the  form  numbers; 

3,  Correspondence  is  filed  in  accord- 
ance with  manual  codification  of  the 
subject-matter;  and 

4,  One  source  of  reference  results  for 
forms,  filing  guidance,  and  operating 
instructions. 


Inquiry  Form  Supersedes  Memoranda. 

In  examining  approximately  a half -million 
reports  annually  of  trading  on  futures 
markets,  the  Commodity  Exchange  Authority 
field  offices  frequently  must  check  with  each 
other  concerning  varied  types  of  errors  and 
delinquencies. 

In  lieu  of  separate  memoranda  making 
appropriate  inquiry,  an  inter-office  memo- 
randum form  was  devised  with  tabular 
“fill-in”  features.  The  new  form  provides 
a flexible  means  of  obtaining  needed  infor- 
mation, and  conserves  typing  work,  clerical 
effort,  and  supervisory  direction. 


Form  Developed  to  Control  Receipt  of 
Publications. 

Exchange  of  agricultural  publications 
issued  by  the  Department  of  Agriculture 
for  materials  published  abroad  frequently 
results  in  receipt  of  publications  not  de- 
sired or  in  surplus  quantity.  As  workload 
permitted,  letters  were  typed  to  request 
changes  in  the  number  of  copies;  however, 
because  of  staff  shortages,  few  letters  could 
be  written  and  the  volume  of  surplus  ma- 
terial steadily  increased, 

A new  form  was  developed  by  the  Library 
which  could  be  superimposed  on  the  card 
used  for  recording  receipt  of  publications 
so  that  changes  could  be  reque  sted  by  photo - 
printing  the  form  and  the  record  card.  The 
work  has  been  further  routinized  by  mailing 
the  photoprints  in  window- envelopes.  It  is 
estimated  that  at  least  700  hours  of  em- 
ployee time  valued  at  about  $1100  will  be 
saved  each  year  by  this  new  method  of 
handling  undesired  material. 

Agency  Paperwork  Surveys  Initiated. 

The  Office  of  Administrative  Management 

is  conducting  a series  of  surveys  to  ap- 
praise the  effectiveness  of  agency  practices 
concerning  correspondence,  forms,  re- 
ports, and  records  maintenance  and  dis- 
position. 

The  survey  reports  contain  recommenda- 
tions, when  appropriate,  for  improvements 
considered  practicable.  Surveys  have  been 
completed  in  the  Office  of  the  General 
Counsel,  the  Rural  Electrification  Adminis- 
tration, and  the  Soil  Conservation  Service, 


One-Third  as  Many  Forms  Through 
Consolidation. 

One  hundred  twenty-three  different  real 
estate  mortgage  forms  were  in  use  in 
Farmers  Home  Administration  offices 
throughout  the  United  States,  These  forms 
reflected  variances  in  State  mortgage  laws, 
and  the  development  of  separate  mortgage 
forms  for  each  State,  for  the  three  types 
of  farm  loans  where  real  estate  is  taken 
as  security. 

The  Office  of  the  General  Counsel  and  the 
Farmers  Home  Administration  collaborated 
in  improving  the  mortgage  forms  by  in- 
corporating standard  provisions  for  use  in 
all  States,  and  by  reducing  the  size  of  many 
forms.  There  are  now  only  39  mortgage 
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forms  instead  of  123,  The  revisions  have 
expedited  loan  closing,  reduced  printing 
costs,  and  simplified  the  stocking  and  dis- 
tribution of  forms.  Smaller  forms  of  uni- 
form size  are  easier  to  handle  and  file.  The 
Farmers  Home  Administration  estimates 
that  recording  fees  will  be  reduced  in  many 
States  as  a result  of  this  improvement. 

Form  Letters  Save  Time, 

Increased  efficiency  has  been  achieved 
by  the  Office  of  the  General  Counsel  as  a 
result  of  the  adoption  of  form  letters  for 
use  in  processing  certain  cases.  Fach  year 
this  Department  and  the  Department  of 
Justice  determine  that  criminal  prosecu- 
tion shoxild  not  be  instituted  in  approxi- 
mately 400  cases  involving  violations  of 
fruit  and  vegetable  marketing  orders. 

In  each  case  the  attorney  involved  had  to 
(1)  review  the  file,  (2)  transmit  the  case  to 
the  Attorney  General,  (3)  notify  the  Fruit 
and  Vegetable  Division  of  the  Agricultural 
Marketing  Service  that  the  Department  of 
Justice  concurred  in  the  recommendation, 
and  (4)  re-examine  the  file  and  dictate  a 


letter  of  warning  to  the  violator.  The 
adoption  of  form  letters  to  deal  with  each 
phase  of  the  case  has  greatly  reduced  dic- 
tating and  typing  time.  Moreover,  the  at- 
torney now  has  to  examine  the  case  file 
only  once.  The  resiilt  is  a savings  in  time 
and  more  rapid  processing  of  the  cases. 

Uniform  System  Extended. 

To  improve  records  management  at  the 
State  and  county  level,  the  Federal  Exten- 
sion Service  has  aided  State  Extension 
Services  in  developing  and  installing  a uni- 
form classification  and  filing  system.  In- 
stallations have  been  completed  in  13  States, 
involving  924  counties.  Six  additional  States 
plan  to  adopt  the  uniform  system  and  others 
are  considering  such  action. 

This  improvement  has  introduced  a con- 
sistent and  orderly  system,  reduced  filing 
space,  conserved  employee  time  and  makes 
possible  better  service  to  the  public.  Na- 
tion-wide acceptance  of  the  system  is  in 
prospect  which  will  further  strengthen  ad- 
ministrative efficiency  in  Extension  of- 
fices. 
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Authorities  Further  Decentralized. 

To  place  authority  at  appropriate  operat- 
ing levels  in  the  Department,  the  Office  of 
PeTSOnnel  has  delegated  to  agencies  addi- 
tional responsibility  in  the  following  areas; 

1.  To  establish  non-standard  hours  of 
duty  subject  to  compliance  with  basic 
standards  and  policy; 

2.  To  classify  standard  jobs; 

3.  To  effect  seasonal  re-employment 
without  the  prior  approval  of  the 
Director  of  Personnel  after  approval 
has  been  given  for  the  first  such 
employment; 

4.  To  recommend  removal  of  employees 
for  unsatisfactory  performance 
through  the  charges  and  answer  pro- 
cedure rather  than  through  procedures 
provided  under  the  performance  rating 
act;  and 

5.  To  grant  cash  awards  to  individual 
employees  and  to  groups  of  employees, 
for  benefits  resulting  from  sugges- 
tions, superior  performance  or  spe- 
cial achievements  up  to  $500;  the 
previous  Veiling  was  $300, 

Uniform  Policy  Resolves  Issues. 

A uniform  policy  for  the  appointment  of 
State  employees  as  cooperative  agents  has 
been  established  in  the  AgTicultUTol  Re- 
search Service,  Cooperative  agents  are  ap- 
pointed to  help  carry  out  programs  on  which 
ARS  and  State  agencies  are  cooperating. 

The  dual  employment  status  of  these 
agents  raised  complicated  issues  concern- 
ing fringe  benefits  such  as  vacation  and 
retirement  privileges.  The  uniform  policy 
has  resolved  many  of  these  issues  and 
^ brought  about  a better  understanding  be- 
tween ARS  and  the  States  concerning  the 
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conditions  under  which  agents  are  employed. 
Benefits  resulting  from  the  new  policy  are: 

1.  The  processing  of  agent  appointments 
has  been  reduced  to  a routine  opera- 
tion; 

2.  The  number  of  agents  employed  has 
been  reduced;  and 

3.  Many  of  the  administrative  problems 
that  existed  under  the  old  policy  have 
been  eliminated. 

Training  in  Administrative  Management. 

The  Department  has  sponsored  through 
the  Office  of  Personnel  an  extensive  series 
of  Institutes  and  Workshops  for  Training  in 
Administrative  Management  (TAM).  Ap- 
proximately 135  field  officials  participated 
in  4 regional  Institutes  of  two-weeks  dura- 
tion. In  turn  they  have  conducted,  through 
the  fiscal  year  1959,  10  week-long  Work- 
shops attended  by  nearly  300  fellow  em- 
ployees in  their  local  communitie s . 

Future  plans  provide  for  2 additional 
Institutes  and  more  than  20  Workshops. 
Major  objectives  of  the  TAM  program  are: 

1.  To  train  US  DA  personnel  having  su- 
pervisory re spons ibilitie s in  manage- 
ment skills , and  strengthen  their 
knowledge  of  sound  management  prac- 
tic  e s ; 

2.  To  help  such  USDA  personnel  gain  a 
broader  understanding  of  the  Depart- 
ment in  terms  of  its  agencies , func- 
tions , and  programs;  and 

3.  To  provide  a nucleus  of  trained  leader  s 
to  plan,  organize,  and  carry  out  train- 
ing workshops  in  local  areas. 

Better  Position  Descriptions  Developed. 

Position  classification  operations  are 
being  simplified  as  a result  of  cooperation 
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between  the  Department’s  Office  of  PeTSOn- 
nel  and  the  Civil  Service  Commission.  The 
Department  has  introduced  methods  and 
procedures  for  reducing  the  number  and 
length  of  position  descriptions.  This  is 
being  done  by  (1)  limiting  the  length  of 
descriptions,  (2)  citing  references  to  avoid 
specific  coverage  in  the  description  itself, 
(3)  developing  standard  descriptions  for 
routine  jobs  and  tasks,  (4)  adoption  of 
master  descriptions  for  large  groups  of 
closely  similar  jobs,  and  (5)  describing 
significant  duties  in  detail  but  generalizing 
briefly  to  cover  other  duties.  Agencies  of 
the  Department  are  taking  action  to  apply 
these  methods  and  thereby  simplify  a re  cur- 
ring  phase  of  personnel  work. 

Management  Improvement  Training 
Provided 

Planned  training  programs  to  develop 
management  and  supervisory  skills  are  be- 
ing condncted  \>Y  th.e  AgYiCUltuVal  MUTketing 
Sevvice,  Types  of  training  include: 

1.  Executive  Development  Courses-- 
During  recent  year  s , about  40  officials 
ranging  from  branch  chiefs  to  Deputy 
and  Assistant  Administrators  have 
taken  courses  sponsored  by  the  Brook- 
ings Institution,  the  American  Man- 
agement Association  and  other  non- 
Federal  agencies,  in  addition  to 
participation  in  the  Department’s  In- 
stitutes for  T raining  in  Administrative 
Management. 

2.  Management  Workshop- -An  Adminis- 
trative Management  Workshop  was 
conducted  for  executive  and  supervi- 
sory personnel,  designed  to  identify 
and  evaluate  AMS  management 
strengths  and  weaknesses.  Better 
techniques  and  fresh  approaches  to 
improving  management  have  resulted 
from  this  effort. 

3.  Correspondence  C o u r s e s--T  h r e e 
hundred  employees  in  managerial 
positions  have  participated  in  a 16- 
lesson  correspondence  course  in  man- 
agement principles  and  practices. 

4.  Administrative  W o r k s ho  p s- -T  w o 
series  of  administrative-clerical 
workshops  have  been  held  at  central 
points  throughout  the  United  States. 
Approximately  250  field  clerks  parti- 
cipated in  the  current  series. 

The  beneficial  effects  of  this  develop- 
mental training  are  reflected  in  increased 


operating  efficiency,  stimulation  of  interest 
in  objectives  and  techniques  for  more  ef- 
fective service  to  the  public,  and  enhanced 
morale  within  the  agency. 

Unified  Standards  Program  Achieved. 

Responsibility  for  coordinating  and  di- 
recting personnel  classification  and  quali- 
fications standards  work  was  placed  in  one 
division  through  reorganization  in  the  De- 
partment’s Office  of  Personnel,  As  a result, 
a single,  integrated  staff  now  plans  the 
complete  occupational  standards  program. 

Consolidation  of  standards  work  in  one 
organizational  unit  has  enabled  the  existing 
staff  to  absorb  an  increased  workload  and 
better  resolve  problems  involving  both 
classification  and  qualification  standards. 

Administrative  Training  Program 
Established. 

A development  program  has  been  insti- 
tuted for  top-level  administrative  employees 
at  animal  disease  eradication  field  stations 
of  the  Agricultural  Research  Service,  Ele- 
ments of  this  coordinated  program  are; 

1.  An  administrative  training  program; 

2.  A series  of  bi-annual  regional  meet- 
ings to  review  developments  in  the 
administrative  fi-eld; 

3.  One-week  assignments  to  the  head- 
quarters office  in  Washington  for 
orientation  training;  and 

4.  Delegations  of  authority  by  field  pro- 
gram officials  to  administrative  em- 
ployees to  better  define  areas  of 
responsibility. 

Reading  Effectiveness  Improved. 

Courses  in  rapid-reading  introduced  by 
the  Office  of  Personnel  were  attended  by 
392  persons  during  fiscal  year  1959.  Par- 
ticipants increased  their  reading  speed 
on  standard  material  by  an  average  of  70 
percent.  On  difficult  material,  tests  showed 
that  speed  of  comprehension  was  improved 
by  an  average  of  22  percent  and  depth  of 
comprehension  by  10  percent. 

Participants  estimated  that  before  re- 
ceiving the  training  they  read  an  average 
of  about  four  hours  daily.  On  this  basis, 
each  participant’s  increased  reading  speed 
has  made  available  to  him  an  extra  hour 
per  day  for  other  work* 
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Grain  Storage  Techniques  Improved. 

Steps  have  been  taken  to  improve  the 
management  and  care  of  grain  stored  in 
Commodity  Credit  Corporation  facilities. 
Much  of  the  600  million  bushels  of  grain 
currently  stored  in  these  facilities  is  three 
or  four  years  old;  consequently,  there  has 
been  a pressing  need  to  maintain  the 
quality  of  CCC  inventories. 

The  action  taken  includes  the  following: 

1.  A program  of  monthly  inspection  of 
all  stocks  has  been  established  to 
detect  insect  infestation  or  spoil- 
age; 

Z.  Equipment  for  turning  and  screening 
stored  grain  was  acquired;  and 

3.  The  use  of  aeration  equipment  has  been 
expanded  to  include  50,000  small  stor- 
age structures  in  addition  to  the  large 
storage  facilities. 

As  a result  of  these  actions,  CCC  has 
been  able  to  preserve  stocks  in  storage 
that  might  otherwise  have  had  to  go  into 
the  market  on  a distress  sales  basis  at 
times  disadvantageous  to  producers  and  to 
CCC.  The  new  fumigating  methods,  grain 
protectants,  and  aeration  have  reduced  the 
cost  of  fumigation  so  that  the  net  over -all 
cost  of  storing  grain  has  not  advanced  in 
proportion  with  increased  stocks  on 
hand. 


Scientists  Fully  Utilized. 

To  achieve  more  effective  use  of  scienti- 
fic personnel,  the  Agricultural  Research 
Service  has  studied  measures  to  relieve 
scientists  of  administrative  burdens.  Spe- 
cific accomplishments  are: 


1.  An  organizational  realignment  having 
a major  objective  of  withdrawing  ad- 
ministrative responsibilities  from  re- 
search levels  and  placing  them  in  a 
recognized  administrative  segment  of 
the  organization. 

2.  Studies  to  determine  the  volume  and 
variety  of  administrative  needs  in  forty 
field  locations  where  two  or  more 
divisions  have  scientific  personnel 
stationed.  The  objective  of  each  study 
was  to  relieve  scientists  of  office 
work  so  that  maximum  time  could  be 
devoted  to  research,  and  to  achieve 
more  efficient  performance  of  routine 
administrative  functions.  Centralized 
administrative  arrangements  have 
been  adopted  at  twelve  locations  and 
are  being  planned  at  seven  others. 

This  action  was  taken  to  remedy  situa- 
tions in  which  scientists  had  become  bur- 
dened with  administrative  duties  that  di- 
verted their  efforts  from  pursuit  of  research 
assignments. 

Workload  Analyses  Result  in  Savings. 

Optimum  utilization  of  resources  is  the 
objective  of  continuing  evaluation  and 
planned  redistribution  of  workloads  within 
the  Soil  Conservation  Service.  The  transi- 
tion of  localities  from  rural  to  urban 
character  has  provided  opportunitie  s to  con- 
centrate resources  where  the  need  is  great- 
est. Based  upon  studies  of  more  than  500 
work  units  during  fiscal  year  1959,  the  SCS 
effected  a net  decrease  of  9 Area  Offices, 
the  consolidation  or  elimination  of  50  work 
units  and  a rearrangement  of  responsi- 
bilities to  provide  greater  flexibility  in 
meeting  local  needs. 
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Feasibility  Studies  Pave  Way  for  Automatic 
Writing  Equipment. 

High-speed  mechanized  writing  equipment 
has  been  installed  in  more  than  1000  of 

Agricultural  Stabilization  and  Con- 
servation (ASC)  county  offices.  The  acquisi- 
tion of  this  equipment  followed  feasibility 
studies  which  indicated  that  such  equipment 
would  be  economical  in  counties  with  over 
2000  individual  acreage  allotments. 

The  amount  of  paperwork  in  ASC  county 
offices  has  greatly  increased  over  the  past 
ten  years  as  a result  of  additional  farm 
programs.  Most  offices  were  spending  from 
$9,000  to  $75,000  annually  to  handle  cleri- 
cal work.  Part-time  help  to  handle  seasonal 
peak  loads  was  costing  from  $400  to  $2,000 
in  many  offices.  It  was  found  that  many  of 
the  approximately  150  different  forms  pre- 
pared in  ASC  county  offices  in  connection 
with  the  various  farm  programs  required  the 
entry  of  identical  data.  Inaccuracy  of  man- 
ually-inserted data  caused  complaints  from 
farmers  and  took  valuable  time  to  correct. 
These  errors  were  costly  in  subsequent 
data-processing  operations  of  State  and 
Commodity  Offices. 

The  studies  indicated  the  feasibility  of 
high-speed  mechanized  writing  of  repetitive 
data  on  forms  for  allotments.  Agricul- 
tural Conservation  Program,  Commodity 
Credit  loans  and  soil  bank  activities  in 
ASC  county  offices.  For  example,  using 
mechanized  equipment,  the  data  and  their 
position  on  a form  could  be  predetermined, 
and  the  machine  could  automatically  print 
the  data  on  the  forms  at  high  speed. 

The  use  of  this  equipment  enabled  county 
offices  to  handle  more  work  at  less  clerical 
cost  and  reduced  the  number  of  errors  in 
data.  More  offices  may  adopt  the  system 
when  their  workload  reaches  prescribed 
levels. 

Questionnaire  Format  Speeds  Tabulations. 

Three -fourths  of  the  9 million  inquiry 
forms  distributed  by  the  Agricultural  Mar- 
keting Service  to  farmers,  in  collecting  data 
for  crop  and  livestock  estimates,  have  been 
converted  to  “pegstrip”  format. 

The  questionnaires  are  returned  by 
farmers  to  state  offices  for  processing  and 
tabulation.  Through  the  use  of  pegstrip 
boards,  savings  in  clerical  time  have  ranged 
from  21%  to  44%  in  processing  the  data. 


Management  Improvement  Objectives  Put 
on  Project  Basis. 

Planned  projects  to  accomplish  manage- 
ment improvement  objectives  have  been  es- 
tablished in  the  Agricultural  Research 
Service.  During  the  first  six  months  of 
fiscal  year  1959,  thirty  units  submitted  a 
total  of  132  individual  management  improve- 
ment project  proposals.  The  program, 
which  has  revitalized  management  improve- 
ment effort,  entails  reporting  of  progress, 
evaluation  for  maximum  application  of  suc- 
cessful projects,  and  dissemination  of  in- 
formation on  accomplishments. 

Warehouse  Receipts  Standardized. 

More  than  8 million  warehouse  receipts 
are  received  by  the  Commodity  Credit  Cor- 
poration edich.  year.  Before  the  receipt 
forms  were  standardized,  more  than  13,500 
commercial  warehousemen  issued  them  in 
thousands  of  different  sizes  and  format. 
This  caused  many  problems  and  consid- 
erably more  work  than  should  have  been 
necessary.  Extended  negotiation  by  CSS 
officials  with  industry  leaders  resulted  in 
the  adoption  of  a uniform  warehouse  receipt 
by  all  cotton  warehousemen,  and  a uniform 
grain  receipt  by  75  percent  of  the  grain 
warehousemen. 

Some  of  the  beneficial  results  of  stand- 
ardization are: 

1.  Supplemental  certificates  issued  have 
decreased; 

2.  Clerical  handling,  sorting  and  filing 
operations  have  been  simplified; 

3.  Coding  of  information  on  punch  cards 
is  more  readily  done;  and 

4.  Inventory  management  operations 
have  been  facilitated  by  making  it 
quicker  and  easier  to  locate  and 
analyze  receipts. 

Better  Mapping  Method  Adopted. 

Adoption  of  new  techniques  by  the  Soil 
Conservation  Service  has  resulted  in  a sav- 
ings in  the  preparation  of  topographical 
maps  needed  in  connection  with  watershed 
protection  and  flood  prevention  projects 
and  engineering  work  for  other  projects. 
Previously,  the  maps  were  prepared  by  the 
conventional  method  of  field  surveying  and 
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plotting  which,  was  time-consuming,  could 
not  be  carried  out  in  bad  weather,  and 
sometimes  damaged  crops  and  trees. 

The  new  equipment  used  is  a stereo 
viewing  device  by  which  elevation  and 
distance  can  be  plotted  from  aerial  photo- 
graphs. Advantages  of  using  this  device 
in  making  topographical  maps  are: 

1.  Surveys  are  completed  more  quickly 
with  a minimum  interruption  to  land 
owners; 

2.  There  is  less  damage  to  crops; 

3.  The  maps  prepared  are  more  useful 
and  complete;  and 

4.  Mapping  can  proceed  during  periods  of 
inclement  weather. 

An  estimated  $215,000  of  time  in  man- 
hours has  been  saved  in  three  years  by 
use  of  the  new  plotting  technique.  The 
savings  in  time  enables  field  technicians 
to  devote  their  time  to  other  important  en- 
gineering work. 

Workload  Guidelines  Established. 

Guidelines  for  determining  optimum  bal- 
ance and  size  of  workloads  for  ranger 
districts  were  established  by  the  Forest 
Service,  Due  to  the  increasing  size  and  com- 
plexity of  workloads,  periodic  adjustments 
in  the  size  and  staffing  of  ranger  districts 
are  necessary.  Studies  revealed  that  firmer 
guides  and  policies  were  needed  as  a basis 
for  these  adjustments. 

The  guidelines  provide  for  careful  dis- 
tinction between  the  workload  assigned  to 
technically-qualified  rangers  and  that  which 
should  be  accomplished  by  other  personnel. 
Authority  to  make  workload  adjustments  was 
delegated  to  regional  foresters.  As  a re- 
sult, workload  adjustments  are  being  made 
to  assure  that  highly- qualified  professional 
manpower  is  devoted  to  technical  work  and 
that  ranger  district  workloads  are  in  proper 
balance  with  each  other. 

Long-Range  Planning  Reduces  Borrowers 
Costs. 

Guidelines  to  more  effective  application 
of  financial  resources  to  meet  the  future 
electric  power  requirements  of  rural  people 
were  provided  by  the  Rural  Electrification 
AdministratioUi  A manual  issued  by  the  REA 
provides  basic  engineering  and  financial 
guidelines  for  the  planning  of  future  facili- 
ties to  meet  needs  resulting  from  the  in- 
creased utilization  of  electricity  by  farmers 
and  other  rural  people. 


Although  designed  primarily  for  use  by 
REA-financed  electric  distribution  systems, 
the  principles  outlined  in  this  publication  are 
applicable  to  other  electric  utility  corpora- 
tions serving  rural  areas.  REA  field  per- 
sonnel are  providing  appropriate  advice 
to  borrowers  so  that  initial  investments 
and  later  replacements  of  equipment  occur 
at  a time  which  allows  optimum  utilization 
of  physical  and  financial  resources.  This 
planning  program  is  expected  to  save  bor- 
rowers millions  of  dollars,  thereby  enhanc- 
ing the  security  of  present  and  future  loans , 
decreasing  the  need  for  REA  loan  funds 
and  continuing  to  encourage  economical 
electric  service  to  rural  people. 

Discount  Provision  Strengthens  Program. 

The  Federal  Crop  Insurance  Corporation 
requires  payment  of  premiums  by  pre- 
scribed dates,  usually  at  harvest  time. 
A 10%  additional  charge  is  made  for  de- 
linquency, which  sometimes  leads  to  can- 
cellations or  bad  debts. 

To  encourage  prompt  payment  of  pre- 
miums and  avoid  later  dissatisfaction, 
provision  has  been  made  for  a 5%  discount 
when  premiums  are  paid  within  30  days  after 
planting.  The  new  system  reduces  ad- 
ministrative costs  of  collecting  and  has  met 
wide  favor  among  insured  farmers. 

Manuscripts  Improved  by  Writers’ 
Workshops. 

A series  of  workshops  for  writers  of 
manuscripts  for  USDA  publications  has 
been  conducted  under  the  leadership  of  the 
Office  of  Information,  The  workshops  were 
designed  to  fulfill  a basic  need  for  improved 
planning,  standards,  and  preparation  of 
manuscripts  by  authors. 

T opics  covered  in  the  workshops  were: 

1.  Organization  and  clarity  in  writing; 

2.  Effectiveness  in  presentation; 

3.  Adaptation  to  audience; 

4.  Teamwork  of  author  and  editor; 

5.  Motivation; 

6.  Logic  and  meaning; 

7.  Coordination  of  publications  and  other 
communications  media; 

8.  Publications  series;  and 

9.  Relationships  between  agencies. 

Also,  a series  of  instructions  on  publica- 
tions preparation  and  management  were 
developed. 

Four  workshops  were  conducted  in  the 
Agricultural  Research  Service,  two  in  the 
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Agricultural  Marketing  Service  and  one  in 
the  Federal  Extension  Service.  They  have 
resulted  in  improved  writing,  better  publi- 
cations, and  a saving  of  time  and  money  in 
the  editing  and  clearance  processes.  The 
success  of  these  workshops  has  influenced 
the  Department  to  schedule  additional  ones 
for  the  next  fiscal  year. 

Insurance  Premiums  Lowered  For  Good 
Experience. 

A graduated  premium  reduction  for  good 
risk  experience  has  been  instituted  by  the 

Federal  Crop  Insurance  Corporation. 

Previously,  insured  farmers  were  re- 
quired to  operate  for  7 years  without  a 
loss  before  receiving  a 25%  premium  re- 
duction. When  small  losses  occur  red  there- 
after, the  credit  gained  was  also  lost;  in 
consequence,  some  farmers  dropped  the 
insurance  protection  available  to  them. 

The  new  graduated  plan  provides  a 5% 
reduction  in  the  fourth  year  and  each  year 
following,  to  a maximum  of  25%  in  the 
eighth  year.  In  event  of  loss,  the  farmer 
retains  a four-year  credit. 

Costs  Reduced  by  Use  of  Area  Committees. 

Better  distribution  of  workloads  is  being 
achieved  by  the  Farmers  Home  Adminis- 
tration through  re-examination  of  services 
performed  by  local  FHA  committees.  The 
FHA  is  required  by  law  to  use  three -man 
citizen  committees  for  the  review  of  ap- 
plications for  all  types  of  FHA  loans  and 
debt  settlement  actions,  to  certify  the 
value  of  Farm  Ownership  loans,  and  to 
advise  the  FHA  County  Supervisor  on  all 
phases  of  the  program.  These  committees 
were  organized  on  a county  basis;  in  some 
instances,  however,  the  committees  did 
not  have  a substantial  workload. 

FHA  instructions  were  revised  to  en- 
courage State  Directors  to  establish  area 
committees  to  serve  more  than  one  county 
in  areas  with  low  workloads.  The  use  of 
area  committees  has  reduced  the  total 
number  of  committeemen  from  approxi- 
mately 9200  to  8300.  Greater  efficiency  in 
field  operations  and  a reduction  in  ad- 
ministrative costs  are  expected. 


Boundary  Realignment  Cuts  Costs. 

Under  the  Watershed  Protection  and  Flood 
Prevention  Program  (P.L.  566)  carried  out 
by  the  Soil  Conservation  Service^  activities 
and  responsibilities  of  Area  Offices  were 
expanded.  Watershed  boundaries  in  many 
instances  did  not  conform  to  Area  bound- 
aries. Excessive  travel  cost  and  transit 
time  were  experienced. 

Analysis  of  operations  indicated  that 
realignment  of  Area  boundaries  was  de- 
sirable to  accomplish  the  following  im- 
provements; 

1.  Reduce  travel  time  from  Area  head- 
quarters to  work  sites; 

2.  Facilitate  follow-up  contact  work  on 
farms; 

3.  Assign  personnel  closer  to  work  lo- 
cations; 

4.  Locate  offices  away  from  areas  of 
traffic  congestion;  and 

5.  Accomplish  better  work  planning  and 
scheduling. 

Monetary  savings  are  reflected  in  reduced 
travel  expense. 


Library  Functions  Surveyed. 

Problems  associated  with  journal  routing 
by  the  Library,  its  archival  functions,  and 
services  rendered  to  field  offices  were 
studied  by  the  Office  of  Administrative 
Management^  assisted  by  the  Office  of  Bud- 
get and  Finance  and  the  Library  staff. 

Recommendations  were  made  resulting  in 
the  following  changes; 

1.  Journal  routing  was  assumed  by  op- 
erating agencies,  except  in  instances 
where  services  of  the  Library  pro- 
mote economy  or  provide  publications 
not  otherwise  readily  available; 

2.  The  Director  of  the  Library  was  re- 
lieved of  archival  responsibility  for 
administrative  materials,  while  re- 
taining such  responsibility  for  sub- 
stantive materials  pertaining  to  agri- 
culture and  its  related  sciences; 
and 

3.  Agency-operated  field  libraries  were 
authorized  at  locations  where  concen- 
tration of  research  activities  might 
warrant  on-site  library  facilities. 
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DEPARTMENT  OF 
AGRICULTURE 


Digest  --  Prepared  by 

The  Office  of  Administrative  Management 

U.S.  Department  of  Agriculture  Washington,  D.C. 


FOREWORD 


This  is  a record  of  selected  management  improvements 
in  the  United  States  Department  of  Agriculture  reported 
during  fiscal  year  1960-61.  Some  are  more  significant 
than  others,  but  they  have  a common  goal  --  improved 
services  to  the  public. 


I hope  that  all  of  us  are- keenly  aware  of  our  opportunity 
and  responsibility  to  contribute  to  improvements  in  our 
respective  unit,  agency  and  Department  operations.  The 
progress  reported  here  is  recorded  in  the  hope  that  it  will 
serve  as  a challenge  in  the  year  ahead. 
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ADMINISTRATIVE  SERVICES 


Improved  Offices  Serve  Farmers  Better 

Farmers  and  local  business  people  who 
visit  USDA  offices  throughout  the  nation 
now  find  that  many  of  these  facilities  have 
been  significantly  improved.  Some  offices 
have  been  relocated  to  provide  more  con- 
venient access  and  adequate  parking  space 
for  visitors,  or  brought  nearer  to  other 
activities  serving  local  farmers.  With  the 
assistance  and  guidance  of  the  Office  of 
Plant  and  Opeyations ^ USDA  agencies  have 
evaluated  their  special  needs  for  field 
office  space,  and  instituted  long-range  im- 
provement plans.  Actions  have  included: 

— Development  of  programs  for  better 
management  and  maintenance  of  real 
property,  and  disposal  of  inadequate 
or  unneeded  facilities; 

— Qualitative  evaluation  of  office  space 
to  identify  and  remedy  deficiencies  and 
inadequacies ; 

— Modernized  treatment  of  interiors  and 
work  station  arrangements,  including 
furniture,  fixtures,  illumination,  etc.; 

— Development  of  individual  agency 
guidelines  designed  to  provide  space 
arrangements  adapted  for  service  to 
the  particular  clientele. 

Through  attention  to  the  office  environ- 
ment, business  transactions  can  be  handled 
with  greater  convenience  and  efficiency, 
satisfying  both  to  employees  and  the  public 
served. 

Research  Laboratories  More  Efficient 

Increased  research  on  expanded  uses 
for  agricultural  commodities  has  heightened 


the  demand  for  adequate  laboratory  space 
and  facilities . Comprehensive  surveys  have 
been  made  by  the  Agricultural  Research 
Service  to  determine  ways  to  more  effi- 
ciently utilize  existing  space  by  rearranging 
facilities.  Organizational  functions  have 
also  been  realigned.  The  surveys  disclosed 
a definite  need  to  develop  detailed,  long- 
range  plans  to  upgrade  the  condition  of 
laboratory  buildings,  grounds  and  equip- 
ment. Such  a plan,  placed  iP  effect  at  one 
of  the  utilization  laboratories  is  directed 
toward: 

(1)  Significant  economies  in  operating 
costs  through  use  of  more  efficient 
equipment  and  services; 

(2)  Improvement  and  modernization  of 
the  research  plant  which  will  in  turn, 
increase  efficient  utilization  of  staff 
capabilities; 

(3)  Efficient  and  pleasant  facilities  which 
will  attract  and  retain  the  high  caliber 
of  scientific  staff  required  for  greater 
utilization  of  agricultural  products 
in  new  ways  proved  practicable 
through  research. 

Systems  Study  Rejects  ADP  Application 

Potential  benefits  of  automatic  data  proc- 
essing applied  to  operations  in  aerial  photo- 
graphic laboratories  of  the  Agricultural 
Stabilization  and  Conservation  Service 

were  analyzed  in  a recent  systems  study. 
Revised  procedures  were  introduced  which 
provided  speed  and  accuracy  in  current 
manual  methods  such  as  to  preclude  need 
for  ADP.  The  improved  operation  was  found 
to  yield  adequate  products  efficiently  at  low 
cost. 


Action  on  Housing  Needs  Abroad 

Suitable  official  and  personal  housing 
for  80  agricultural  attaches  stationed  abroad 
has  entailed  numerous  administrative  prob- 
lems for  the  Foreign  Agricultural  Service, 
Often  time  is  lost  on  arrival  at  foreign 
posts  in  finding  quarters,  and  shipment  of 
household  goods  has  involved  delay,  damage, 
and  high  costs . 

Comparative  studies  indicated  that 
greater  economy  would  result  from  provid- 
ing quarters  at  foreign  posts.  Through  the 
Department  of  State,  arrangements  were 
made  to  lease  18  houses  in  16  locations, 
quarters  were  provided  for  9 officers  in 
7 locations,  and  permanent  housing  was 
acquired  in  7 countries.  Experience  war- 
rants further  action  to  acquire  Government- 
owned  facilities,  since  problems  of  adjust- 
ment are  simplified,  effective  performance 
is  attained  more  promptly,  and  greater 
stability  and  better  morale  result. 

Savings  accrue  by  providing  furniture  and 
equipment  at  overseas  points.  Residential 
furniture  can  normally  be  pur  chased  for  the 
cost  of  shipping  one  full  allowance  of 
personally-owned  household  goods  to  and 
from  a foreign  post. 

Inventory  Items  Cut  10% 

First  results  from  a re-evaluation  of 
inventory  standards  for  nonexpendable  per- 
sonal property  show  definite  dividends  for 
the  Agricultural  Research  Service,  Poten- 
tial savings  may  be  as  much  as  a 30% 
decrease  from  an  original  inventory  of 
about  ^ million  items.  Nearly  twenty-five 
thousand  diverse  items  - such  as  minor' 
furnishings  and  furniture,  laboratory  com- 
ponents and  glass-ware,  certain  types  of 
tools  and  electrical  switchgear  - have,  or 
are  being  eliminated  from  this  inventory. 
This  action  results  from  studies  which 
established  that  certain  classes  of  low- 
value  equipment  can  reasonably  be  excluded  " 
from  the  close  inventory  controls  required 
for  high-value  or  sensitive  property. 

Trip  Coordination  Attention  Pays  Dividends 

In  the  Forest  Service^  an  agency  with  a 
highly  integrated  annual  work  program, 
changes  in  scheduling  of  field  station  visits 
by  Washington  headquarters  personnel  ap- 
peared to  have  an  unfavorable  effect  upon 
planned  field  work.  A detailed  analysis  was 


made  of  trip  scheduling  and  completion, 
and  of  the  impact  created  at  field  stations 
due  to  changes  in  planned  field  visits. 

Based  on  results  of  this  action,  a travel 
review  group  composed  of  senior  execu- 
tives was  established.  They  review  the 
annual  travel  schedule  before  release  to 
the  field,  and  consider  proposed  deviations . 
This  assures  that  trips  are  thoroughly 
planned  and  so  scheduled  as  to  cause 
minimum  impact  on  field  operations.  At- 
tention to  planning  and  coordination  of 
field  visits  has  allowed  more  effective 
manpower  and  resource  utilization  both  in 
Washington  headquarters  and  at  field  in- 
stallations. 


ASC  County  Office  Improvements 

Through  attention  to  space  and  equipment 
needs,  more  adequate  facilities  are  being 
provided  in  many  States  to  permit  better 
service  to  farmers  through  county  offices 
of  the  Agricultural  Stabilization  and  Con- 
servation Service,  Counter  installations 
made,  as  in  North  Carolina,  permit  uniform 
layout  conducive  to  work  simplification  and 
increased  work-load  capacity  without  addi- 
tional staff. 

High-speed  mechanized  equipment,  using 
plate  inserts,  is  widely  used  for  entry  of 
repetitive  data  on  numerous  forms,  for 
facsimile  signatures,  and  addressing  of 
mail.  Larger  offices  use  electrically-op- 
erated machines,  while  smaller  offices 
have  hand-operated  units.  Such  equipment 
was  used  in  Tennessee  to  make  over  5 
million  impressions  in  the  past  year.  Errors 
have  been  minimized,  services  expedited, 
and  time  saved  which  formerly  was  ab- 
sorbed in  manual  and  typewritten  opera- 
tions . 


Revised  Guidelines  Clarify  Case  Actions 

Fair  and  competitive  pricing  in  com- 
modity futures  markets  through  enforce- 
ment of  the  Commodity  Exchange  Act  is 
more  easily  maintained  through  use  of 
recently  revised  guidelines  furnished  by  the 
Commodity  Exchange  Authority  to  its  field 
offices.  Opinions  of  the  General  Counsel 
and  administrative  determinations  pertain- 
ing to  enforcement  of  this  Act,  last  revised 
in  1941,  were  reviewed  and  brought  up-to- 
date.  New  materials  have  been  added  to 
further  clarify  legal  interpretations.  The 
result  is  more  rapid  and  effective  action 
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in  the  supervision  of  futures  trading,  and 
encouragement  of  ethical  practices  in  com- 
modity transactions  on  regulated  markets. 

Excess  Property  Utilization  Expanded 

Novel  uses  for  such  things  as  airfield 
landing  mats,  available  from  the  Defense 
Department,  helped  USDA  to  utilize  more 
than  $25  million  of  Federal  excess  property 
in  1960.  The  landing  mats  were  used  for 
corrals,  fences,  cattle  guards  and  concrete 
reinforcement.  These,  as  well  as  shell 
containers,  auto  parts,  earthmoving  ma- 
chinery and  similar  items,  have  been  used 
in  agricultural  activities,  generally  without 
additional  cost  for  their  purchase.  Emphasis 
on  excess  property  utilization  is  one  major 
topic  of  Area  Equipment  Committee  meet- 
ings held  under  the  leadership  of  the 

Office  of  Plant  and  Operations. 

Filmstrip  and  Printing  Tips  Foster  Better 
USDA  Publications 

Nearly  100  new  USDA  publications  each 
year  provide  current  knowledge  on  agri- 
cultural subjects  to  farmers,  processors, 
consumers,  students,  and  other  interested 
groups.  Quality,  clarity  and  effective  use 
of  new  informational  technique  in  these 
publications  is  enhanced  through  use  of 
ideas  contained  in  the  Office  of  Information*  s 
new  filmstrip  "The  Story  of  a Popular 
Bulletin."  Directed  to  authors,  editors  and 
administrators  who  are  interested  in  im- 
proving management  of  their  publication 
work,  this  strip  and  its  accompanying 
recorded  commentary  answer  q\iestions 
on  how  USDA  bulletins  are  prepared,  who 
writes  them,  and  how  they  are  edited, 
designed  and  printed. 

Specialty  printing  techniques  - Howto  use 
them  effectively  and  economically  - was  the 
subject  of  a seminar  in  an  allied  field,  also 
presented  recently  to  more  than  two  dozen 
agency  representatives.  Subjects  included 
hints  on  information  essential  in  order  to 
carry  out  the  objectives  desired  by  the 
writer,  and  directions  on  how  best  to  include 
it  on  orders  for  printing  services. 

Progress  in  Communications 

Modern  concepts  of  engineering  and  utili- 
zation introduced  by  the  Office  of  Plant  and 


Operations  combine  to  provide  more  effec- 
tive and  less  costly  communications  for 
the  Department. 

Direct-in  dialing  provides  faster  an- 
swers for  persons  calling  USDA  Washington 
offices  and  agencies.  The  calls  now  go 
directly  to  the  individual  office  telephone 
without  intervention  of  a telephone  operator. 
As  a result,  switchboard  size  was  reduced 
from  fourteen  to  seven  positions,  providing 
savings  in  personnel  and  space  costs. 

Greater  utilization  of  the  GSA  Govern- 
ment Toll  Exchange  Service  - a network 
of  leased  telephone  lines  to  major  cities, 
offering  toll  rates  at  substantially  lower 
cost  than  regular  commercial  rates  - saved 
$10,000  during  the  first  10  months  of  1961. 

Rearrangement  of  telegraphic  equip- 
ment, improved  furniture,  soundproofing, 
lighting  and  furnishings  provided  more 
efficient  operation  at  a savings  of  400 
square  feet  of  office  space.  Use  of  these 
innovations  shows  progress  in  communica- 
tions and  savings  in  operating  costs  in 
handling  more  than  150,000  messages  in 
the  past  year. 

New  Technique  Speeds  Foreign 
Communications 

Expeditious  distribution  of  field  economic 
intelligence  reports  by  agricultural  attaches 
of  the  Foreign  Agricultural  Service  is  being 
accomplished  through  use  of  a new  tech- 
nique. Master  plates  for  offset  printing  are 
rapidly  made  from  original  reports  through 
use  of  new  copy  equipment,  reproductions 
are  made  and  distributed  to  Federal 
agencies,  agricultural  trade  groups  and 
other  interested  end-users.  This  technique 
combined  with  rapid  transmissions  services 
now  allows  more  timely  distribution  of 
significant  trade  items  to  U.  S.  agriciiltural 
export  and  import  groups  through  estab- 
lished USDA  market  news  channels.  In 
reverse,  more  rapid  communications  to 
agricultural  attaches  are  expediting  the 
sale  of  U.  S.  agricultural  commodities 
overseas. 


Space  Criteria  Revised 

Space  arrangements  in  the  USD'A  South 
Building  in  Washington  involve  4000  office 
rooms,  shared  by  approximately  7400 
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employees  of  fourteen  Department  agencies 
and  ten  other  organizations.  Occupancy 
standards  developed  by  the  Office  of  Plant 
and  Operations  are  essential  to  effective 
management. 

Recent  installation  of  an  air-conditioning 
system  required  remeasurement  of  usable 
space,  office-by-office  throughout  the  build- 
ing. The  computation  entailed  establishment 
of  ratios  of  employees  to  space  occupied  and 
standards  applicable  in  differing  categories 
of  space  usage.  Scale  plans  have  been 
revised  to  indicate  structural  modifications 
caused  by  the  air-conditioning  system. 
Revised  utilization  guides  are  now  up-to- 
date  to  provide  criteria  needed  in  making 
current  space  adjustments. 

Fast  Action  Key  to  Successful  Program 

Passage  of  the  Feed  Grain  Bill  (P.L. 
87-5)  in  March  1961,  required  fast  action 
to  permit  participation  of  farmers  before 
extensive  planting  began.  Within  three  days. 
State  offices  of  the  Agricultural  Stabiliza- 
tion and  Conservation  Service  were  in- 
formed of  program  provisions.  National 
distribution  of  forms,  information  bulletins, 
and  operating  procedures  was  quickly  ac- 
complished. Thirty-one  percent  of  the  base 
acres  for  grain  sorghums  and  twenty-three 
percent  for  corn  were  diverted  from  grain 
production  in  1961.  Forty- two  percent  of 
eligible  farms  participated. 

Estimated  savings  in  storage  and  handling 
costs  on  surplus  grain  attributable  to  this 
land  retirement  program  approximate  $500 
million. 

Light  Colors  Aid  Office  Efficiency 

Application  of  research  studies  by  the 
Office  of  Plant  and  Operations  is  helping  to 
provide  the  USDA  with  offices  'which  con- 
tribute to  more  output  of  higher  quality 
work  and  to  greater  employee  comfort.  For 
example,  white  papers  on  a dark  desk  top 
generate  eye-strain  by  reason  of  a 20  to 
1 contrast  of  reflected  light.  An  inexpensive 
light  green  desk  top  developed  to  meet 
USDA  requirements  can  cut  this  glaring 
contrast  to  a comfortable  3 to  1 ratio. 
These  principles  are  carried  through  to 
suggested  light  and  color  combinations  for 
walls,  floors  and  furnishings.  New  USDA 
facilities  are  including  these  considera- 
tions, and  these  same  principles  are  being 
introduced  in  older  facilities  when  re- 


bished, Studies  show  re  suits  inbetter  quality 
and  higher  volume  of  production,  and  greater 
employee  comfort  and  satisfaction. 

New  System  of  Reports  Processed  by  ADP 

A unified  timekeeping  system  was  in- 
stalled through  the  Soil  Conservation 
Service  which  provides  for  distribution  of 
personal  services  (time  and  cost)  to  various 
program  activities,  through  automatic  data 
processing.  Data  developed  from  this  proc- 
ess, itemized  by  location  and  work  activi- 
ties, will  be  useful  for  operations  manage- 
ment and  for  budget  and  reporting  purposes. 
It  is  estimated  that  time  of  SCS  personnel 
amounting  to  $400, 000  will  be  diverted  from 
time  and  activity  reporting  to  productive 
technical  and  other  work  as  a result  of  this 
improvement. 

Consolidated  Office  Benefits  All 

One-stop  service  for  the  farmer,  busi- 
nessman and  consumer  - and  a more  effi- 
cient and  pleasant  work  station  for  USDA 
personnel  - is  now  available  in  Raleigh, 
North  Carolina.  Seven  USDA  agencies  and 
offices  occupy  a new  building  recently  leased 
by  the  Department.  The  office  space  incor- 
porates improved  standards  for  efficiency 
and  convenience  to  the  public,  as  developed 
by  the  Office  of  Plant  and  Operations,  It 
also  provides  more  adequate  work  facilities 
and  offers  opportunities  for  joint  adminis- 
trative services.  Joining  in  this  consoli- 
dated USDA  office  are  the  Agricultural 
Stabilization  and  Conservation  Service, 
Farmers  Home  Administration,  Federal 
Crop  Insurance  Cooperation,  Soil  Conserva- 
tion Service,  Agricultural  Marketing  Serv- 
ice, Agricultural  Research  Service,  and  the 
Office  of  General  Counsel. 

Manual  Defines  Administrative  Services 

Comprehensive  efforts  have  been  made 
by  the  Agricultural  Research  Service  to 
improve  the  administrative  activities  sup- 
porting action  programs.  To  provide  con- 
venient and  effective  aid  to  the  research 
scientist  and  the  regulatory  officer,  the 
responsibilities  for  administrative  serv- 
ices, budget  and  finance,  and  personnel 
functions  have  been  further  defined  for 
each  organizational  level.  These  definitions 
are  part  of  the  first  edition  of  an  Adminis- 
trative Management  Manual  recently  dis- 
tributed among  the  management  divisions. 
Regional  Business  Offices,  and  the  pro- 
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gram  divisions.  Regional  Business  Offices, 
and  the  program  divisions.  The  value  of 
this  manual  in  providing  a clearer  under- 
standing of  administrative  management 
responsibilities  has  already  been  recog- 
nized, as  has  the  need  for  continuing  atten- 
tion to  exploit  new  opportunities  to  further 
program  objectives. 

Guidance  Given  in  Traffic  Management 

The  great  variety  of  shipments  made  by 
USDA  agencies,  using  land,  air,  and  water 


transportation,  includes  such  diverse  items 
as  explosives,  plant  and  insect  speciments, 
frozen  animal  tissue,  pathological  materials 
for  laboratory  inspection,  motion  picture 
film,  and  tape  recordings  of  statistical  data. 
To  effect  economy,  expedite  service,  and 
assure  proper  handling  in  transit  of  these 
and  other  types  of  shipments,  the  Office  of 
Plant  and  Opevations  has  issued  simplified 
procedural  instructions  applicable  at  the 
thousands  of  points  where  shipments  origi- 
nate, The  instructions  also  provide  criteria 
for  shipment  of  small  packages. which  often 
involve  problems  in  field  offices. 
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FINANCIAL  MANAGEMENT 


Fiscal  Procedures  Improved 

Examples  of  Department- wide  changes 
introduced  by  the  Office  of  Budget  and  Fi- 
nance include: 

(1)  Development  of  a simplified  system 
for  accurate  computation  and  payment 
of  deductions  and  contributions  \inder 
the  Federal  Employee  Health  Benefits 
Program,  including  design  of  forms; 

(2)  Consolidation  of  Budget  Bureau  regu- 
lations governing  travel  and  trans- 
portation upon  change  of  official  sta- 
tion for  inclusion  in  the  Department’s 
administrative  regulations; 

(3)  Simplification  of  payment  procedures 
for  credit  card  purchases  of  gasoline, 
oil,  etc.,  by  eliminating  the  need  for 
matching  delivery  tickets  with  billing 
copies  of  the  tickets,  resulting  in 
expected  savings  in  employee  time  of 
over  $50,000  annually,  and 

(4)  Improvements  in  procedures  for  des- 
ignating and  documenting  the  appoint- 
ment of  authorized  certifying  officers 
through  the  delegation  of  appointment 
authority  to  USDA  agencies. 


Utility  Accounting  Principles  Adopted 
The  Rural  Electrification  Administration 

completed  a review  of  its  uniform  system 
of  accounts  for  electric  borrowers,  con- 
forming the  accounting  system  more  closely 
with  that  of  the  Federal  Power  Commission. 
The  revised  system  incorporates  up-to-date 
accounting  terminology,  and  accounting  in- 
terpretations. Instructions  were  simplified 
and  text  material  substantially  clarified. 


Accounting  for  nuclear  production 
plant  was  added.  The  revised  accounting 
system  will  enable  REA  borrowers  to 
adapt  their  accoiinting  more  closely 
to  that  of  the  electric  utility  industry. 
It  will  also  permit  the  reporting  of  fi- 
nancial data  on  a basis  more  uniform 
with  the  industry. 

Internal  Audit  Utilizes  Scientific 
Sampling 

Scientific  sampling  using  modern  statis- 
tical techniques  is  proving  both  effective 
and  economical  for  internal  audit  activities 
of  the  Agricultural  Stabilization  and  Con- 
servation Service. 

More  than  50  million  documents  each 
year  result  from  approximately  1 million 
price  support  loans  to  farmers  and  the 
management  of  an  inventory  currently  val- 
ued at  more  than  $7  billion.  Senior  auditors 
participating  in  testing  of  this  new  technique 
were  furnished  with  detailed  information 
on  the  application  of  scientific  sampling 
(as  applied  to  10  operational  activities  in 
Commodity  Offices).  This  study,  at  the 
Dallas  Commodity  Office,  indicates  that 
selections  based  on  mathematical  proba- 
bility can  be  an  effective  means  for  (1) 
better  work  planning  and  control  by  ascer- 
taining the  extent  of  required  sample  prior 
to  the  annual  field  audit,  (2)  effective 
substantiation  of  conclusions  reached  as  a 
result  of  the  audit,  and  (3)  more  economical 
utilization  of  manpower.  Results  of  this  test 
are  being  made  available  both  within  the 
Department  and  to  interested  professional 
groups. 
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Coimty  Office  Loan  Accounting  Streamlined 

Faster  service,  reduced  workload  and 
quicker  training  of  new  personnel  resulted 
from  the  Farmers  Home  Administration 
redesign  of  the  system  for  real  estate 
loan  records  at  county  offices.  National 
Finance  Office  now  provides  annual  state- 
ments for  each  account,  eliminating  dual 
bookkeeping  and  the  previously  required 
reconciliation  of  accounts  between  National 
and  county  offices. 

Food  Stamp  Plan  Procedures 

A system  of  accounting  for  and  processing 
food  coupons  was  developed  by  the 
Agricultural  Marketing  Service  for  use  in 
the  eight  locations  where  pilot  food  stamp 
projects  are  operative.  Under  this  system 
State  certifying  agencies  determine  - based 
on  income,  food  needs  and  other  factors  - 
the  amount  of  cash  to  be  paid  by  each 
household  unit  for  its  coupon  allotment. 
Coimty  and  city  officials  deposit  the  cash 
received  from  coupon  sales  in  designated 
depositories.  The  system  permits  grocers 
and  wholesalers  to  redeem  coupons  through 
regular  commercial  banking  channels. 

Accounting  Improvements  Aid  Research 
Effort  Abroad 

Sale  of  U.  S.  agricultural  products  in 
foreign  markets  is  aided  by  various  re- 
search activities  oriented  toward  greater 
utilization  of  American  commodities  and 
products  by  the  foreign  consumer.  Re- 
search performed  overseas  for  this  purpose 
is  paid  for  with  foreign  currencies  ac- 
quired by  sale  of  these  products  abroad 
under  terms  of  the  Agricultural  Trade 
Development  and  Assistance  Act  of  1954 
(P.L.  480). 

Effective  utilization  of  foreign  currencies 
in  this  program  requires  timely  and  ac- 
curate financial  reporting.  An  adequate 
fund  control  system  providing  periodic 
valuation  of  foreign  currencies  in  terms 
of  U.  S.  dollar  equivalents  is  also  essential. 
An  improved  accounting  system  to  meet 
these  needs  resulted  in  the  elimination  of 
more  than  200  general  ledger  accounts, 
nearly  400  project  ledgers,  and  supplanted 
two  reports  totaling  75  pages  with  one 


simplified  5-page  report.  Action  by  the 
Office  of  Budget  and  Finance  in  collabora- 
tion with  two  USDA  agencies  rendered  the 
system  more  responsive  to  program  needs, 
brought  about  economical  use  of  manpower 
and  eliminated  a substantial  volume  of 
paperwork. 


Accounting  Adjustments  Streamlined 

Transfers  of  funds  between  appropria- 
tions, authorized  when  severe  forest  fire 
conditions  deplete  funds  appropriated  for 
this  purpose,  have  been  simplified.  De- 
veloped as  a cooperative  project  between 
the  Forest  Service  and  the  Office  of  Budget 
and  Finance y the  new  procedure  utilizes  a 
single  account  maintained  at  the  field  office. 
In  the  past,  when  appropriations  for  this 
purpose  were  depleted,  and  other  author- 
ized funds  were  used  temporarily,  field 
offices  were  required  to  keep  separate 
accounts  for  each  of  the  various  funds 
involved.  Adjustments  between  accounts 
are  now  made  centrally  in  the  Washington 
office,  relieving  field  offices  of  a sub- 
stantial clerical  workload  during  periods 
of  fire  emergency,  and  facilitating  the 
central  management  of  funds. 


New  Cooperator  Bond  More  Flexible 

Foreign  currency  advances  made  by  the 
Foreign  Agricultural  Service  in  furtherance 
of  market  development  activities  are  placed 
under  a "cooperator's  bond."  This  bond 
guarantees  adequate  protection  of  U.  S. 
funds  advanced  to  foreign  corporations 
and  individuals  cooperating  in  the  further- 
ance of  programs  to  develop  overseas 
markets  for  U.  S.  agricultural  products. 
A recently  developed  bond  format  now 
clarifies  the  extent  of  liability  of  the 
surety  organization  and  also  significantly 
reduces  paperwork.  Under  this  new  agree- 
ment no  specific  termination  date  is  re- 
quired, new  projects  may  be  added  in  certain 
countries,  and  a rider  is  provided  to  meet 
changes  in  program  activity.  In  addition 
to  operational  flexibility,  this  new  bond 
format  considerably  reduces  communica- 
tions formerly  required  between  FAS  head- 
quarters and  foreign  stations. 
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Financial  Management  Uses 
ADP 

Recording  of  all  administrative  costs  and 
obligations  by  cost  center  and  object  classi- 
fication by  the  Rural  Electrification  Admin- 
istration was  recently  changed  from  hand- 
posting to  automatic  data  processing 
equipment.  This  new  process  facilitates  the 
preparation  of  reports  for  management, 
including  comparisons  of  obligations  with 
financial  plans  by  cost  centers,  and 
statements  of  allotments  and  obliga- 
tions. In  addition,  a savings  in  man-hours 
and  production  costs  has  been  real- 
ized. 


Combined  Report  Serves  Multiple  Purposes 

Department  staff  offices  have  in  the  past 
required  from  operating  agencies  separate 
reports  covering  budget  expenditures,  em- 
ployment figures,  and  obligations  for  per- 
sonal services.  A coordinated  Departmental 
approach,  giving  consideration  to  the  de- 
tailed data  required,  now  provides  a single 
simplified  report.  Developed  by  the  Office 
of  Budget  and  Finance  in  cooperatio*n  with 
the  Office  of  Personnel y the  combined  re- 
port incorporates  information  from  the 
agencies  required  (1)  by  the  Executive 
Office  of  the  President,  (2)  by  the  Congress, 

(3)  for  special  budgetary  analyses,  and 

(4)  for  a monthly  report  to  the  Secretary. 
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Economic  Research  Activities  Centralized 

Economic  functions  and  activities  of  the 

United  States  Department  of  Agriculture 

were  formerly  assigned  to  several  program 
agencies.  In  order  to  provide  for  an  orderly 
flow  of  intelligence  concerning  the  nation's 
agricultural  economy,  a renewed  emphasis 
on  economic  research  and  statistical  ac- 
tivities was  desired. 

Task  forces  established  to  examine  the 
present  status  of  economic  activities  within 
the  Department  developed  and  recom- 
mended appropriate  measures  to  accom- 
plish the  objectives.  Responsibility  for 
economic  functions  and  actions  located  in 
three  program  activities  were  consolidated 
in  two  newly  created  agencies,  the  Economic 
Research  Service  and  the  Statistical  Re- 
porting Service,  under  the  Director,  Agri- 
cultural Economics,  a recently  established 
position  within  the  Secretary's  staff. 

Through  utilization  of  existing  personnel 
and  operating  within  the  present  budget, 
the  Department  is  now  providing  renewed 
emphasis  to  economic  problems  affecting 
the  nation's  farm  economy. 

Forest  Service  Organization  Study 
Completed 

Rapid  growth  of  the  Forest  Service, 
particularly  in  the  last  ten  years,  and  the 
substantial  projected  increases  in  the  work- 
load and  facilities  over  the  next  decade, 
underscored  the  necessity  of  evaluating  the 
organization  structure  in  terms  of  both 
present  and  future  requirements.  Recog- 
nizing this  problem,  the  study  was 
undertaken  by  the  Forest  Service  to: 
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(a)  Critically  analyze  and  evaluate  the 
present  organization; 

(b)  Identify  opport\inities  for  improve- 
ment, based  on  present  needs  and 
future  requirements; 

(c)  Develop  solutions  to  organizational 
problems  and  suggest  methods  for 
strengthening  the  total  organization 
to  better  meet  present  and  future 
needs. 

The  study  resulted  in  35  orgamzational 
improvement  recommendations  for  better 
utilization  of  resources.  Several  recom- 
mendations have  already  been  implemented. 
Action  is  scheduled  to  accomplish  those 
proposals  which  received  the  approval  of^ 
the  agency  head. 

Duplication  Cut  in  Legal  Claims  Work 

Action  is  now  expedited  on  claims  against 
the  Department  presented  under  terms  of 
various  laws  pertaining  to  suits  against 
agencies  of  the  Federal  Government. 

Previously,  the  agency  involved  might 
complete  its  investigation  of  a claim,  sub- 
mit the  case  to  a field  office  of  the  General 
Counsel  for  review  and  an  advisory  opinion, 
then  to  the  Office  of  General  Counsel  ^ 
Washington,  D.  C.,  for  review  and  appro- 
priate final  opinion  and  action.  Now,  the 
field  attorney  prepares  his  opinion  on  the 
claim  in  final  form.  The  Washington  office 
then  reviews  the  field  action  as  part  of 
preparation  for  payment  or  other  appro- 
priate disposition.  The  net  result  is  more 
rapid  service  to  the  public  and  to  agencies 
of  the  Department,  and  a saving  in  pro- 
fessional and  clerical  time. 
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Positive  Action  for  Program  Support 

The  Agricultural  Research  Service  has 
adopted  a positive  approach  to  assure 
maximum,  effectiveness  of  activities  which 
support  basic  program  functions.  The  Ad- 
ministrative Services  and  the  Budget  and 
Finance  Divisions  have  established  Pro- 
gram Planning  and  Development  staffs  to: 

— Advise  their  respective  Directors' 
concerning  adequacy  of  their  division's 
overall  efforts; 

Conduct  studies  to  develop  recommen- 
dations on  new  or  revised  programs 
and  projects; 

— ^ Evaluate  the  progress  and  effective- 
ness of  individual  units; 

— Develop  and  review  procedures  in  each 
area. 

In  conjunction  with  agency-wide  adminis- 
trative management  improvement  activities, 
these  staff  groups  are  supporting  an  overall 
objective  to  realize  the  maximum  potential 
capability  for  scientific  research  and  regu- 
latory progress. 


ADP  Applications  Studied 

A comprehensive  systems  study  was 
completed  of  all  Forest  Service  programs 
to  determine  the  practicability  of  utilizing 
automatic  data  processing  to  further  in- 
crease efficiencies.  The  study  was  de- 
signed (a)  to  determine  the  type,  size  and 
location  of  machines,  related  facilities 
and  personnel  to  most  efficiently  meet 
automatic  data  processing  needs,  and  (b)  to 
coordinate  data  processing  techniques  and 
related  procedures  to  attain  an  integrated 
process  which  eliminates  overlap  and  dupli- 
cation. 


Emergency  Planning  Extended  to 
Field 

Through  joint  efforts  of  staff  office  and 
agency  personnel,  a document  was  pre- 
pared and  published  on  "Defense  Mobiliza- 
tion Planning  to  Assure  Continuity  of  Essen- 
tial Functions  in  Event  of  Civil  Defense 
Emergency. " 

A basic  consideration  in  USDA  defense 
planning  is  the  concept  of  "built -in -readi- 
ness" integrated  with  the  Department's 
regular  and  continuing  activities. 

The  publication  provides  for:  (a)  emer- 
gency planning  committees  at  the  county 
and  state  levels,  (b)  regional  liaison  with 


civil  and  defense  mobilization  authorities, 
and  (c)  an  outline  of  headquarters  responsi- 
bilities. In  over -all  perspective  the  docu- 
ment affords  Department  employees  the 
uniform  understanding  needed  for  concerted 
planning  and  cooperative  action. 

Digest  an  Aid  to  Management 
Consciousness 

Dissemination  of  selected  reading  mate- 
rials is  being  used  in  the  Agricultural 
Research  Service  to  promote  better  man- 
agement. A Management  Digest  is  dis- 
tributed periodically,  each  issue  of  which 
presents  selected  articles  on  a particular 
subject  of  interest,  such  as: 

^ Self -Development 

— Communication,  Tool  of  Management 

— Barriers  to  Communication 

— Completed  Staff  Work 

— Professionalism  in  Management 

Careful  selection  of  material  for  the 

Digest  saves  the  time  of  agency  officials 
in  keeping  abreast  of  current  management 
literature  and  produces  excerpts  oriented 
to  agency  problems  and  conditions.  In  addi- 
tion to  strengthening  management  con- 
sciousness in  ARS,  the  Digest  is  being 
used  for  training  purposes  in  the  agency 
supervisory  development  program. 

Federal  “State  Agreements  Simplified 

Federal-State  participation  in  coopera- 
tive extension  programs  has  for  a number 
of  years  entailed  use  of  project  agreements 
documenting  activities  on  which  annual 
plans  of  work  were  developed  and  progress 
reports  submitted.  As  many  as  26  such 
agreements  might  be  made  with  a single 
State. 

Through  joint  effort  of  State  Extension 
Directors,  the  Extension  Committee  on 
Organization  and  Policy  of  the  Association 
of  Land  Grant  Colleges,  and  the  Federal 
Extension  Service^  documentation  is  being 
reduced  to  8 project  areas.  This  simpli- 
fication will  place  all  States  on  a common 
project  base  and  strengthen  planning  of 
cooperative  undertakings,  with  less  paper- 
work and  more  effective  administration. 


Forest  Ranger  District  Criteria 

Optimum  attainment  of  objectives  re- 
lated to  management  and  administration  of 
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national  forest  resources  by  the  Fovest 
Seyvice  is  directly  influenced  by  the  size 
of  the  ranger  district,  which  is  the  front- 
line unit  of  organization.  Guidelines  have 
been  developed  for  deternaining  the  most 
effective  size  of  each  district,  considering 
such  elements  as  volume  of  business  ac- 
tivity, complexity  and  diversification  of 
workload,  and  size  of  forest  and  natural 
resource  acreage. 

Establishment  of  district  size  based  upon 
the  most  equitable  and  balanced  workload  a 
ranger  could  reasonably  be  expected  to 
perform,  has  resulted  in  better  utilization 
of  manpower  and  funds.  The  final  objec- 
tive - effective  application  of  national  re- 
sources for  the  benefit  of  the  public. 


USDA  Affiliated  With  Professional 
Management  Group 

To  assist  USDA  officials  in  keeping  in- 
formed of  developments  in  the  field  of 
management,  applicable  to  Government 
service  as  well  as  private  business,  the 
Department  and  its  agencies  have  sub- 
scribed to  membership  in  the  American 
Management  Association.  Attendant  privi- 
leges provide  professional  management  in- 
formation in  the  form  of  periodicals,  man- 
agement reports  and  research  studies, 
special  library  and  other  research  serv- 
ices, and  discounts  on  fees  charged  for 
attendance  at  conferences,  seminars,  and 
workshops. 
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Reporting  Requirements_Modified 

Department  staff  offices,  acting  on  agency- 
recommendations,  have  eliminated  or  cur- 
tailed extensive  reporting  requirements 
imposed  b-y  the  Department  or  b-y  outside 
agencies.  In  response  to  a program  of  re- 
ports review,  initiated  by  the  Office  of  Ad~ 
ministrative  Management,  agencies  identi- 
fied 52  recurring  reports  which  might  be 
simplified,  rescinded,  or  prepared  less 
often. ^ Where  possible,  reports  were  dis- 
continued, revised  in  part,  or  reduced  in 
frequency.  Similar  action  on  internal  re- 
ports prescribed  by  individual  agencies 
is  an  objective  of  the  Departmental  pro- 
gram authorized  by  Secretary’s  Memo- 
randum No.  1420. 


Consolidated  Review  Saves  Effort 

A joint  review  has  been  completed  of 
"public  data"  forms  by  the  Agricultuvol 
Marketing  Service  and  the  Bureau  of  the 
Budget.  These  forms  are  used  in  collect- 
ing data  from  private  firms  and  individuals 
and,  under  the  Federal  Reports  Act,  re- 
quire approval  of  the  Budget  Bureau.  In 
lieu  of  considering  individual  reports 
separately,  procedure  has  been  instituted 
for  a single  review  and  approval  of  related 
forms,  questionnaires,  and  other  t-ypes  of 
inquiries  associated  with  , specific  AMS 
programs.  A number  of  obsolescent  forms 
were  eliminated.  This  review,  begun  within 
the  Agricultural  Marketing  Service,  will  be 
extended  to  other  USDA  agencies. 


Less  record-keeping  and  fewer  adminis- 
trative actions  will  be  required,  thereby 
reducing  paperwork  both  in  USDA  and  in 
the  Budget  Bureau. 

Brokers  Cooperate  in  Better  Coding 
System  for  Commodity  Accounts 

Code  numbers  assigned  to  customer  ac- 
counts by  brokers  operating  on  the  Chicago 
Board  of  Trade  and  the  New  York  Cotton 
Exchange  are  also  used  by  the  Commodity 
Exchange  Authority  in  regulation  of  futures 
trading  on  such  markets.  Because  a variety 
of  systems  were  used  for  account  numbers 
and  many  accounts  become  inactive,  over 
a period  of  time,  complex  difficulties  were 
introduced  into  CEA  procedures.  Brokers 
serviced  by  the  New  York  and  Chicago  CEA 
offices  were  requested  to  reassign  account 
numbers,  using  an  all -numeric  identifica- 
tion, system  in  place  of  varied  alphabetic 
and  combination  systems.  They  were  also 
asked  to  authorize  cancellation  of  inactive 
accounts.  Favorable  action  permitted  CEA 
offices  to  eliminate  inactive  accounts  and, 
more  importantly,  capture  the  numeric  ac- 
count identification  on  punched  cards, 
enabling  cross -filing  on  a numeric,  cus- 
tomer, and  broker  basis.  The  result  of  this 
streamlining  operation  was  better  control 
and  more  efficient  use  of  this  voluminous, 
confidential  material. 

National  Uniform  Filing  System 
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Maintenance  of  operating  records  in  more 
than  3,000  ASCS  field  offices  is  facilitated 


Paperwork  Management — Continued 


through  use  of  a single,  comprehensive 
records  system.  Retention  periods,  filing 
guides,  and  preprinted  colored  labels  for 
the  many  different  programs  and  com- 
modities have  been  standardized.  Benefits 
in  maintaining  about  300,000  cubic  feet  of 
records  include  systematic  training  ofper- 
sonnel,  ease  of  filing  and  finding,  reduced 
file  space,  and  convenience  to  auditors  of 

the  Agricultural  Stabilization  and  Conserva- 
tion ^rvice  who  find  similar  filing  arrange- 
ments in  all  States. 


Open  Shelf  Filing  Saves  Space 
and  Time 

Modern  techniques  of  paperwork  man- 
agement are  being  adopted  in  many  USDA 
agencies.  As  one  example,  the  Farmer 
Cooperative  Service  now  maintains  an  open- 
shelf  filing  system  for  case  files.  These 
contain  organization  papers,  financial  and 
statistical  reports  and  other  vital  data  on 
associations  participating  in  the  Annual 
Survey  of  Farmer  Cooperatives.  Open- 
shelf  filing,  in  lieu  of  legal-size  file  cabi- 
nets, saved  125  square  feet  of  floor  space, 
improved  access  to  the  material,  provided 
adequate  work  space,  and  eliminated  pre- 
vious congestion.  In  addition  to  better 
space  utilization  the  reorganization  of  files 
and  equipment  is  resulting  in  increased 
accuracy  and  saving  of  time. 

As  another  example,  th.e  Office  of  General 
Counsel  reduced  by  40%  (500  square  feet) 
the  amount  of  floor  space  required  for  fil- 
ing equipment  and  cut  in  half  the  amount  of 
time  required  to  answer  a request  for  filed 
material.  Similar  installations  are  being 
considered  for  some  field  offices. 


Five  Loan  Forms  Combined 
Into  One 

Five  separate  forms,  used  by  County 
Committeemen  of  the  Farmers  Home  Ad- 
ministration in  certifying  various  types  of 
FHA  loans,  have  been  combined  into  a 
single  certification.  The  substitution  of 
this  one  form  eliminates  the  work  and  cost 
of  printing,  distributing,  and  maintaining 
five  separate  forms  used  'in  the  agency's 
more  than  1400  field  offices. 


Legal  Actions  Speeded 

In  enforcement  of  the  Packers  and  Stock- 
yards  Act,  the  Agricultural  Marketing  Serv->- 
ice  depends  on  the  Department  of  Justice 
to  prosecute  legal  actions.  By  delegating 
to  district  supervisors  authority  to  notify 
regulated  firms  when  required  annual  re- 
ports are  not  submitted,  correspondence 
is  curtailed  and  more  immediate  legal 
action  can  be  instituted,  saving  as  much 
as  two  months  on  each  of  40  to  50  cases 
handled  annually.  When  persons  subject  to 
regulation  fail  to  register  and  furnish  bond, 
an  investigative  report  ‘is  made  to  initiate 
legal  action.  Use  of  a newly-devised  standard 
investigative  report  is  helping  U.  S.  Attor- 
neys to  process  cases  in  three  months 
which  formerly  required  as  much  as  nine 
months . 

Reporting  Regulations  Simplified 

Regulations  of  the  Commodity  Exchakge 
Authority  under  which  members  trading  in 
commodities  on  futures  markets  are  re- 
quired to  report  their.  tra,nsactions,  have 
been  revised  to  remove  repetitious  detail, 
improve  readability,  rearrange  layout  and 
provide  logical  descriptive  headings.  Re- 
sults are  shown  in  a text  reduced  from  50 
to  10  pages,  easier  to  use  and  understand, 
and  which  contributes  to  effective  com- 
pliance and  enforcement  of  futures  trading 
requirements  in  commodity  exchange  op- 
erations . 

Better  Correspondence  Through  Training 

Significant  progress  is  recorded  by  the 
Agricultural  Mar  k e ting  Service  in  its 
"Plain  Letters"  Workshops.  Approximately 
1,250  employees  who  write  extensively, 
from  division  directors  to  clerical  per- 
sonnel, have  attended  these  8-hour  sessions. 
These  Workshops,  inaugurated  in  the  De- 
partment by  the  Office  of  Administrative 
Management  and  based  upon  a GSA-devel- 
oped  course,  contribute  to  better  corre- 
spondence practices. 

Travel  Voucher  Form  Modernized 

A rearrangement  in  design  and  the  con- 
solidation of  various  items  has  modernized 
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the  SF-1012,  "Travel  Voucher ",  a document 
familiar  to  Federal  Government  travelers. 
Developed  by  the  Office  of  Budget  and  Fi- 
nance ixom.  suggestions  made  by  USDAem- 
ployees,  this  revised  form  has  been  ap- 
proved by  the  Comptroller  General  and 
made  available  for  Government -wide  use. 


Storaform  Box  Gains  Increasing 
Acceptance 

A fiber  board  box  designed  by  an  analyst 
in  the  Office  of  Administrative  Management 
especially  for  shelf-filing  of  forms  and 
other  letter-size  material  has  been  widely 
accepted.  While  storage  cost  in  a five- 
drawer  file  cabinet  is  estimated  at  $6.70 
per  linear  foot,  "Storaform"  storage  on 
shelving  approximates  $2.09  per  linear  foot. 
In  addition,  shelf -filing  normally  occupies 
fewer  square  feet  than  file  cabinets  (in  a 
ratio  of  3 to  5).  The  box  is  suitable  for 
various  types  of  protective  filing  for 


periodicals,  handbooks,  publications,  and 
loose  papers. 

Volume  of  Records  Being  Reduced 

Progress  in  control  of  records  holdings, 
reflected  in  the  latest  biennial  report  (I960), 
indicate  Department  trends  shown  below: 

(1)  Total  volume  of  884,598  cubic  feet 
was  down  2.2  percent  from  the  pre- 
vious year  (representing  disposition 
during  the  year  greater  than  the  new 
records  accumulated). 

(2)  Fifteen  agencies  registered  a de- 
crease, while  six  agencies  experi- 
enced an  increase  in  records  hold- 
ings. 

(3)  Reflecting  decentralized  operations, 
760,423  cubic  feet  (86  percent)  were 
maintained  at  field  locations  in  con- 
trast to  124,175  cubic  feet  (14  per- 
cent) in  Washington. 

(4)  Net  reduction  of  records  on  hand  was 
equivalent  to  3,052  fewer  standard- 
size  four -drawer  filing  cabinets. 
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Training  in  Administrative  Management 

Inter-agency  training  in  administrative 
management  (TAM)  has  been  sponsored 
on  three  levels.  Regional  TAM  Institutes 
provide  two  weeks  of  training  for  field  per- 
sonnel, designed  to  (1)  improve  manage- 
ment skills  of  participants,  (2)  increase 
understanding  of  USDA  programs,  and 
(3)  train  participants  to  conduct  local  TAM 
Workshops  of  one  week's  duration,  gen- 
erally in  a State  or  metropolitan  area.  In 
addition,  the  program  has  been  extended 
to  provide  opportunity  for  Washington  per- 
sonnel to  attend  one -week  Workshops. 

Summary  data  for  the  fiscal  years  I960 
and  1961  are  summarized  below: 

Number  of 
Number  Participants 

Regional  TAM 

Institutes  2 72 

Field  TAM  Work- 
shops 29  854 

Washington  TAM 

Workshops  4 120 

A total  of  approximately  1500  partici- 
pants in  middle  management  positions  have 
received  TAM  training  in  the  past  five 
years . 


Colleges  Increase  Interest  in  USDA 
Employment  Opportunities 

Many  of  the  Land-Grant  Colleges  and 
Universities,  as  well  as  other  educational 
institutions  are  sponsoring  "Career  Carni- 


vals", typically  a week  during  which  pro- 
spective graduates  are  interviewed  for 
employment  by  business,  industry  and 
government.  The  Department's  Office  of 
PeYSOnnely  in  conjunction  with  USDA  agen- 
cies, participated  in  more  than  80  of  these 
functions  in  I960  and  1961.  A portable 
"USDA  Career  Exhibit"  was  developed  for 
use  in  connection  with  these  visits.  It 
presents  a creative  resume  of  the  many 
USDA  career  opportunities  available  for 
the  college  graduate,  and  also  provides 
attractive  surroundings  and  an  efficient 
work  area  for  interviews. 

The  large  demand  for  the  booklet  "Career 
Service  Opportunities  in  the  U.  S.  Depart- 
ment of  Agriculture"  is  being  met,  in  part, 
by  printing  37,000  copies  of  a companion 
brochure.  The  use  of  this  brochure  pro- 
vides more  economical  informational  mate - 
rial  for  general  dissemination.  College  and 
university  faculties  throughout  the  U.  S. 
have  cooperated  in  USDA  efforts  to  advise 
students  concerning  job  opportunities  in 
USDA. 

Organization  Survey  Gears  Staffing 
and  Workload 

Operations  in  the  New  Orleans  Commodity 
Office  of  the  Agricultural  Stabilization  and 
Conservation  Service  have  entailed  annual 
swings  in  employment  from  less  than  1000 
persons  to  about  2000  at  peak  periods. 
Through  comprehensive  analysis  of  organi- 
zation and  job  structure  by  local  repre- 
sentatives and  staff  assigned  from  Wash- 
ington, 22  recommendations  were 


formulated  to  assure  staffing  patterns  and 
delegations  of  authority  responsive  to  man- 
agerial planning  and  control.  A division  of 
management  analysis  was  established  for 
continuing  study  of  operating  problems, 
particularly  those  that  involve  inter-rela- 
tionships and  procedural  change. 

Incentive  Awards  Reflect 
Accomplishments 

Recognition  of  increased  efficiency  and 
improved  service  in  USDA  during  the  fiscal 
year  I960  is  reflected  in  the  summary  data 
below: 

Cash  Awards  Number  Amount 

Awards  for  employee 

suggestions  1,373  $53,000 

Awards  for  superior 

performance  1,827  $348,665 

Semi-annual  reports  ending  December  30, 
I960  indicate  a substantial  increase  to  be 
expected  for  fiscal  year  1961. 


Honor  Awards 

1960 

1961 

Distinguished  Service  Awards 

8 

7 

Superior  Service  Awards 

94 

99 

Outstanding  Award  for  Outstanding 
Performance 

Estimated  benefits  of  approximately 
$3,900,000  in  one  fiscal  year  resulted 
from  an  employee  suggestion  adopted  in  the 
New  Orleans  Commodity  Office  of  the 

Agricultural  Stabilization  and  Conservation 
Service, 

An  award  of  $4,515  was  made  to  Olen  W. 
Salisbury,  Jr.,  in  recognition  of  the  savings 
realized,  which  constitutes  the  largest 
award  made  in  any  civilian  agency  of  the 
Federal  Government. 

The  proposal  involved  substitution  of 
electronic  data  processing  for  manual  op- 
erations entailed  in  accounting  for  trans- 
portation costs  in  the  sale  of  baled  cotton. 


Stress  on  Supervisory  Training 

In  the  Agricultural  Research  Service  new 
stress  is  being  given  to  supervisory  de- 


velopment. The  program  is  designed  to 
provide  a well-balanced  set  of  supervisory 
skills  through  training  classes  built  around 
six  major  areas  of  supervision: 

Duties  and  responsibilities  of  a super- 
visor; 

Work  planning; 

— Rules  and  rule  enforcement; 

— Appraising  subordinates; 

— Delegation  of  authority;  and 
Management  controls. 

Immediate  benefit  to  ARS  supervisors 
has  been  evidenced  in  the  exchange  of 
successful  management  techniques,  greater 
understanding  of  operating  problems,  and  a 
broader  concept  of  their  supervisory  posi- 
tions and  responsibilities. 

Secretarial  Competence  Further 
Developed 

Recognizing  that  the  individual  secretary 
has  an  unique  opportunity  to  contribute  to 
efficient  conduct  of  office  operations,  the 
Foreign  Agricultural  Service  has  initiated  a 
formal  course  in  secretarial  training.  It 
consists  of  eight  two-hour  sessions  con- 
cerning official  contacts  and  human  rela- 
tions, administrative  procedures,  and  the 
functions  and  organization  of  FAS  and  the 
Department.  More  than  1 50  secretarial  em- 
ployees, GS-7  and  below,  have  participated 
in  these  sessions. 


Effective  Executive  Training 

Practical  experience  in  the  resolution  of 
actual  administrative  and  program  problems 
is  the  aim  of  the  Junior  Executive  Training 
Program  (JETCO)  at  the  Kansas  City 
Commodity  Office,  of  the  Agricultural 
Stabilization  and  Conservation  Service,  Five 
employees  are  selected  each  year  to  serve 
as  an  advisory  counsel  recommending  action 
to  top  management  on  assigned  program  and 
administrative  matters.  Recommendations 
of  this  group  have  been  accepted,  in  whole 
or  in  part,  on  over  half  of  their  assign- 
ments . 


Combination  Form  Standardizes 
Procedure 

Accelerated  activities  under  the  Gov- 
ernment Employees  Training  Act  (P.L.  85- 
507)  include  training  of  Departmental  em- 
ployees in  non-governmental  facilities.  Use 
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of  this  authority  in  conformity  with  the  Act 
requires  proper  documentation  and  approval 
of  each  case.  An  experimental  form  de- 
veloped by  the  Office  of  Personnel  proved 
effective  in  providing  a single  permanent 
record  of  the  several  steps  required  for 
administrative  action,  including  authoriza- 
tion for  disbursement  of  funds.  The  form 
was  further  revised  and  is  prescribed  for 
use  throughout  the  Department  as  AD -281, 
"Request  and  Authorization  for  Training." 


Professional  Development  for 
Management  Advisers 

Rendering  advice  to  farmer  cooperatives 
on  better  management  and  operations  re- 
quires that  the  consultants  possess  a full 
understanding  of  the  most  current  profes- 
sional information.  To  this  end,  the  Farmer 
Cooperative  Service  professional  staff  par- 
ticipated in  a 3 -day  workshop  conducted 
by  the  Executive  Development  Center,  Uni- 
versity of  Illinois.  Topics  considered  were : 

(1)  Management  responsibility  and  con- 
cepts ; 

(2)  Priority  and  process  of  planning  and 
control; 

(3)  Organization  and  reorganization; 

(4)  Creative  approach  to  decisionmaking; 
and 

(5)  Leadership. 

Advice  and  assistance  to  farmer  coop- 
eratives on  more  effective  management 
practices  involves  also  exchange  of  infor- 
mation among  FCS  staff  members  on  a 
continuing  basis.  Staff  meetings  are  one 
means  used  to  accomplish  this  objective. 


New  USD  A Wage  Manual  Prepared 

A significant  change  in  the  Department's 
wage  administration  program  is  embodied 
in  a new  USD  A Wage  Board  Manual  pre- 
pared by  the  Office  of  Personnel,  It  pro- 
vides for  a better  organized  and  more  con- 
sistent application  of  modern  rate -setting 
practices  for  wage  board  jobs.  Prior 
approval  of  new  individual  wage  board 
classes  by  the  Office  of  Personnel  is 
eliminated.  Direct  coordination  of  job  eval- 
ulation  in  concert  with  other  Federal  De- 
partments provides  for  uniform  .determina- 
tions not  always  maintained  under  previous 
practice.  The  new  manual  deals  with  28  job 
families,  96  series  of  positions  and  approxi- 
mately 190  non-supervisory  classes.  It 
includes  also  criteria  for- evaluating  super - 
visory  and  working  leader  positions. 

Contract  Negotiation  Institute  Developed 

Mindful  of  the  need  for  an  adequate  body 
of  knowledge  and  of  a lack  of  formal  ti-ain- 
ing  in  the  intricacies  of  contract  negotia- 
tion on  behalf  of  the  Federal  Government, 
the  Office  of  Plant  and  Operations  hs^s  de- 
veloped and  coordinated  two  training  insti- 
tutes on  contract  negotiation.  Instruction 
was  provided  through  the  USDA  Graduate 
School,  utilizing  the  experience  of  twenty 
experienced  instructors  from  Government 
and  private  life.  These  5-day  institutes 
were  attended  by  a total  of  150  persons 
representing  over  20  Federal  agencies. 
Future  institutes  are  planned  to  meet  the 
demonstrated  need  for  training  and  infor- 
mation in  this  field. 
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Progress  Toward  Department  Goals 

Positive  goals  for  current  agricultural 
programs  include  these  objectives: 

1.  Better  utilization  of  the  Nation's 
abundant  agricultural  productivity; 

2.  Strengthening  of  the  agricultural 
economy; 

3.  Recognition  of  agriculture  as  an  inte- 
gral and  indispensable  part  of  the 
Nation's  entire  economy  and  future 
well-being. 

Significant  improvement  in  levels  of  con- 
sumption and  nutrition  are  reflected  in  aid 
to  needy  families  and  distressed  areas.  Food 
distribution  was  expanded  to  6j  million 
people  in  June  as  compared  to  4 million  in 
January,  196 1 . Agricultural  exports  reached 
an  all-time  high  in  the  fiscal  year  1961, 
estimated  at  $4.9  billions.  A survey  was 
initiated  of  world  food  needs  in  order  to 
gear  programs  to  meet  the  deficit  of  food 
requirements  in  the  free  world. 

Favorable  action  by  the  Congress  on  the 
1961  Feed  Grain  .Program  has  contributed 
to  an  increase  of  about  10  percent  in  farm 
income  while  reducing  expense  for  Govern- 
ment-owned commodities.  Through  re- 
search and  marketing  programs,  through 
credit  facilities  and  dissemination  of  in- 
formation, the  Department  has  undertaken 
to  improve  its  agricultural  services. 

Problems  of  underemployment  and  low 
income  in  rural  areas  are  being  attacked 
in  a program  of  Rural  Areas  Development. 
This  program  brings  the  combined  re- 
sources of  the  Department  to  bear  on  rural 
area  economic  problems,  in  support  of  local 
initiative  and  action. 


Increasing  realization  that  technological 
advance  contributes  to  abundant  farm  pro- 
duction, but  also  influences  unemployment 
in  industry,  is  stimulating  broad  coopera- 
tion between  rural  people  and  city  dwellers 
on  a common  problem. 

Production  Gain  From  Integrated 
Data  Processing 

Mechanized  handling  of  loading  order 
settlement  data  from  source  documents 
in  the  Minneapolis  Commodity  Office  of  the 

Agricultural  Stabilization  and  Conservation 
Service  has  increased  production  rates  by 
40%,  equivalent  to  a saving  of  19  man- 
years.  Production  in  the  previous  four 
years  had  been  nearly  constant  under 
manual  methods. 


State  ASC  Programs  Effective 

Intensive  training  of  reporters  who  check 
compliance  aspects  oi  Agricultural  Stabili- 
zation and  Conservation  Service  programs 
on  farms,  contributed  to  lower  unit  costs 
and  reduced  the  number  of  reporters  by 
75%  in  Pennsylvania.  Other  States  have  had 
similar  success  in  getting  better  quality 
and  timeliness  of  reporting  with  less  need 
for  supervising  reporters.  A system  intro- 
duced in  Texas  for  paying  performance  re- 
porters for  units  of  work  done  resulted  in 
substantial  savings. 

In  lieu  of  a bound  volume  issued  annually 
to  list  approved  ACP  practices,  Indiana  and 
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Wisconsin  have  adopted  a loose-leaf  hand- 
book. Year-to-year  changes  inprogram  are 
issued  as  amendments,  with  cumulative 
economies  in  time  and  money.  Maryland  has 
introduced  a similar  handbook  and  has  also 
studied  processing  of  basic  forms  through 
time  and  flow  analysis. 


Revised  Regulations  for  Produce 
Industry 

Recent  changes  in  regulations  issued 
under  the  Perishable  Agricultural  Com- 
modities Act  constituted  the  first  major 
revision  in  nearly  30  years.  Industry 
conferences  were  used  by  the  AgYicultUYoX 
Mayketing  Seyvice  to  improve  industry- 
Government  relations  and  promote  better 
understanding  of  trade  developments.  The 
regulations  officially  promulgated  were 
published  in  pamphlet  form  for  distribu- 
tion to  the  produce  industry.  Revisions 
made  reflect  changes  in  current  marketing 
practices,  delineate  more  clearly  duties 
and  responsibilities  of  licensees,  and 
phrase  the  regulations  in  non-technical 
language  for  easier  understanding  and 
interpretation. 

In  an  allied  area,  administration  of  the 
Packers  and  Stockyards  Act,  a new  work 
handbook  supplements  the  Act  and  Regula- 
tions and  promotes  nationwide  uniformity  of 
enforcement. 


National  System  of  Work  Measurement 
Introduced 

Principal  items  of  work  carried  out  in 
nearly  3,000  Agricultural  Stabilization  and 
Conservation  County  Offices  have  been 
identified  in  a work  measurement  system 
introduced  nationally  by  the  Agyicultuydl 
Stabilization  and  Cons  eyvation  Seyvice, 

Weight  factors  are  used  proportionate  to 
the  time  and  cost  for  the  work  involved. 
The  workload  determinations  are  used  for 
budgeting  administrative  funds,  classifying 
county  office  manager  positions,  and  re- 
lated managerial  objectives  such  as  more 
effective  manpower  utilization,  work 
planning  and  organization  studies, 
systems  improvement  and  similar  pur- 
poses. 


Crop  Insurance  Sales  Extended 

By  timely  dissemination  of  actuarial 
statistics,  insurance  rates,  and  other  basic 
information,  the  Fedeyal  Cyop  Insuyance 
Coypoyation  is  enabling  its  field  repre- 
sentatives to  provide  better  service  to 
farmers  and  extend  participation  in  the 
program.  Heretofore,  it  was  not  possible 
for  farmers  to  purchase  insurance  on  spring 
and  fall  crops  at  the  same  time  for  lack  of 
applicable  rates  and  insurance  terms. 

In  counties  where  such  insurance  is 
offered,  contracts  may  now  be  sold  pro- 
viding spring  and  fall  coverage.  Earlier 
release  of  data  permits  more  effective  work 
by  sales  representatives  and  gives  farmers 
better  opportunity  to  determine  in  advance 
the  crop  protection  desired  for  the  next 
year's  planting.  Year-round  sales  activity 
supersedes  previous  practice  involving  in- 
tensive campaigns  in  advance  of  planting 
seasons . 


Fumigating  Costs  Minimized 

To  preserve  milled  rice  in  storage 
formerly  required  monthly  fumigation  with 
methyl  bromide  in  sealed  air  space.  Re- 
search conducted  with  industry  representa- 
tives by  the  Dallas  Commodity  Office  of 

the  Agyicultuyal  Stabilization  and  Conseyva- 
tion  Seyvice  resulted  in  a more  effective 
method  costing  one -fourth  as  much.  The 
new  method,  effective  for  several  months, 
entails  use  of  a polyethylene  tarpaulin  to 
cover  large  quantities  of  the  rice.  A cyanide 
gas,  HCN,  is  introduced  under  the  tarpaulin 
and  injected  until  insects  placed  in  a cage 
at  the  center  of  the  stacked  rice  are  dead. 
Annual  expense  of  $77,000  compares  with 
previous  costs  of  about  $300,000  per  year. 

Dry  Milk  Sampling  Costs  Lowered 

More  rapid  sampling  and  analysis  of  dry 
milk  and  other  dairy  products  stored  under 
government  control  is  now  possible,  in 
many  instances  at  lesser  cost.. 

Flavor  and  moisture  content  are  im- 
portant measures  of  the  quality  and  condi- 
tion of  non-fat  dry  milk.  Tests  are  per- 
formed periodically  by  the  Agyicultuyol 
Mayketing  Seyvice  on  approximately  200 
million  pounds  of  this  product  stored  in 
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about  145  warehouses  throughout  the  United 
States.  A previous  procedure  required  that 
samples  be  individually  shipped  to  a labo- 
ratory for  analysis.  Improved  methods  now 
utilize  a composite  of  five  samples.  This 
combined  sample  is  adequate  for  normal 
analysis.  Its  use  has  allowed  a 25%  reduc- 
tion in  the  fees  for  sampling,  with  addi- 
tional savings  due  to  the  need  for  fewer 
laboratory  analyses.  Reduced  fees  for  grad- 
ing of  stored  butter  and  cheese  were  also 
placed  in  effect  where  larger  quantities 
in  storage  allow  savings  in  travel  and  other 
overhead  costs. 


Power  Tools  Aid  Soil  Survey  Production 

Specialized  power  equipment  is  aiding 
USDA  soil  scientists  to  accelerate  soil 
survey  projects. 

Hand  augers,  long  used  for  extracting 
samples  of  subsurface  soils,  have  been 
superseded  by  more  than  fifty  power -driven 
soil  augers  now  in  use  at  field  installations 
of  the  Soil  Conservation  Service,  This 

technique  extracts  an  undisturbed  column 
of  soil  providing  a higher  quality  sample. 
Soil  scientists  can  make  more  and  deeper 
test  borings  per  acre,  when  desirable  due 
to  conditions  present  in  surface  soils.  Sub- 
stantial economies  are  attributed  to  the 
increased  number  of  acres  mapped  under 
the  improved  method  without  comparable 
increase  in  employment  of  soils  scientists. 
Improved  technical  methods  and  equipment 
have  also  been  utilized  in  land  leveling, 
drainage,  irrigation  and  other  SCS  opera- 
tions designed  to  conserve  the  nation's 
agricultural  resources. 

Faster  REA  Telephone  Loan  and 
Construction  Procedures 

Simplified  REA  telephone  loan  applica- 
tions and  associated  planning  work,  lower 
engineering  costs,  and  a greater  partici- 
pation by  the  borrower  in  the  responsibility 
for  loan  planning,  were  the  objectives  of  a 
special  study  committee  in  the  Rural  EleC” 
trification  Administration,  Actions  taken 
were : 

(1)  Two  major  study  reports  were  con- 
solidated into  one  "Basic  Plan  Sys- 
tem" for  market  surveys  and  basic 
engineering  planning. 

(2)  Special  forms  for  tabulation  of  con- 
struction bids  were  eliminated.  Field 
personnel  received  additional  au- 


thority for  final  approval  of  plans  and 
specifications.  Scheduling  and  prog- 
ress reports  were  streamlined,  and 
final  documents  condensed. 

The  result  is  faster  service  and  better 
utilization  of  both  REA  and  borrower  per- 
sonnel and  facilities. 

Market  News  Effectiveness  Increases 

Market  news  reporters  of  the  Agricultural 
Marketing  Service  disseminate  a wide  va- 
riety of  timely  and  reliable  commodity 
information  to  producing  and  marketing 
points,  city  terminals  and  major  trading 
centers . 

Recent  improvements  in  this  service 
involve  closer  relationships  with  the  trade, 
greater  centralization,  and  use  of  up-to- 
date  statistical  techniques.  A new  coop- 
erative agreement  with  the  Chicago  Board 
of  Trade  supplants  a procedure  in  which 
grain  terminal  market  data  was  trans- 
mitted to  Washington,  D.  C.,  compiled  and 
retransmitted  to  trading  centers  for  public 
release.  Markets  in  Kansas  City  and 
Minneapolis  now  report  direct  to  the 
Chicago  Board  of  Trade.  The  local  AMS 
Market  News  office  then  utilizes  the  in- 
formation to  publish  a new  "Terminal  Grain 
Stocks"  report  in  lieu  of  three  releases 
formerly  issued.  Monetary  savings  are  re- 
flected in  a reduction  of  clerical  and  sta- 
tistical operations,  decreased  telegraphic, 
reproduction  and  mailing  costs. 

Statistical  Sampling  Application 

In  providing  grain  under  contract  speci- 
fications, warehouse  receipts  are  analyzed 
and  a blend  of  grain  determined  conformable 
to  the  contract.  This  entails  blending  of 
grain  types.  Comparative  studies  were 
made,  on  the  basis  of  statistical  sampling, 
using  manual  and  computer  methods,  which 
validated  favorable  results  obtained  through 
operations  research  techniques  to  deter- 
mine blending  factors.  In  the  Agricultural 
Stabilization  and  Conservation  Service 

Dallas  Commodity  Office  an  annual  saving 
of  $92,000  was  realized  on  a volume  of  24 
million  bushels  through  computer  blending. 

Spot  News  Expedites  Commodity  Sales 
Overseas 

Market  news  service  from  abroad  on 
selected  agricultural  commodities  in  the 
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Tokyo,  Japan  and  Bangkok,  Thailand  markets 
is  helping  USDA  to  more  rapidly  establish 
export  subsidy  rates  and  minimum  bid 
prices  on  surplus  farm  products  moving 
into  foreign  trade.  Special  dispatch  serv- 
ices of  a similar  nature  are  also  provided 
for  markets  in  Milan,  Italy,  London,  England, 
and  The  Hague,  Netherlands.  These  pilot 
projects  hy^h-eForeign  Agricultural  Service 
anticipate  the  much  larger  undertaking  of 
providing  U.  S.  producers,  traders,  proc- 
essors, and  consumers  with  rapid-trans- 
mission of  spot  market  news  on  prices, 
quality  and  sales  of  selected  commodities 
in  principal  U.  S.  markets  abroad.  These 
projects  also  tie-in  with  intensified  promo- 
tion activities  in  the  London,  England  and 
Hamburg,  Germany  markets,  where  mar- 
keting specialists  have  been  assigned. 

Uniform  Grain  Storage  Agreement 
Revised 

To  clarify  responsibilities  assumed  by 
warehousemen  in  the  storage  of  Commodity 
Credit  Corporation  grain  inventories,  main- 
tenance of  stocks,  load  out  requirements, 
and  settlement  of  B,cco\yr\.ts,\.Yve  Agricultural 
Stabilization  and  Conservation  Service 
negotiated  a revision  of  the  Uniform  Grain 
Storage  Agreement  applicable  to  these  op- 


erations. Modification  of  storage  rates 
resulted  in  substantial  financial  savings. 
In  addition,  a special  "Agreement  for 
Handling  Grain  Through  Commercial  Ware- 
houses" was  combined  with  the,  revised 
UGSA  to  provide  one  basic  contract  for 
simplified  administration  of  the  program. 

Special  Bond  Series  for  REA 
Borrowers 

Responding  to  the  request  of  REA-fi- 
nanced  electric  and  telephone  corporations , 
the  U.  S.  Treasury  in  cooperation  with  the 
Rural  Electrification  Administration  devel- 
oped a special  series  of  Government  bonds 
yielding  2%  interest.  This  provides  REA 
borrowers  with  a means  for  investing  gen- 
eral funds  not  needed  currently  for  opera- 
tions, but  which  may  be  required  for  future 
loan  payments,  emergencies  and  other  cor- 
porate purposes.  The  2%  rate  of  interest, 
same  as  REA  loan  interest  rates,  is  de- 
signed to  provide  a secure  source  for 
corporate  funds  without  resort  to  U.  S. 
Government  or  other  bonds  or  investments 
yielding  a rate  of  interest  greater  than  that 
of  the  REA  loan.  To- meet  emergency  needs, 
these  new  bonds  may  be  redeemed  in  full 
at  any  time,  within  30  to  60  days  after 
notice.  REA  borrowers  have  nowpurchased 
more  than  $20  million  of  these  bonds. 
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